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GF raises her CF* 


* COMFORT FACTOR 


For less than 2¢ a day, seat your *25,000 secretary on an 
individually adjustable GOODFORM ALUMINUM CHAIR 


When your secretary sits in comfort, 
her mind is on her work... not on an 
aching back. 

In a 10-year period, you invest at least 
$25,000 in her salary and general 
overhead expense. Isn’t it worth two 
pennies a day to have her sitting pretty 
in a comfortable Goodform Aluminum 


Adjustable Chair? 


Solidly built of light aluminum for a 


Good metal business furniture is @ good investment 


(Circle 503 for more information) 


lifetime of wear, the Goodform adjusts 
to fit any individual for the utmost in 
correct, easy posture. She’ll appreciate 
its graceful lines, too. ..and bless the 
fact that she’ll never snag her nylons 
on its satiny surface. 


Try one in your office for 10 days at no 
obligation. Call your GF Distributor or 
write The General Fireproofing Com- 
pany, Dept. M-21, Youngstown 1, Ohio. 











GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 


MODE-MAKER DESKS 
GOODFORM ALUMINUM CHAIRS 
METAL FILING EQUIPMENT 

GF STEEL SHELVING 








Hear no salesmen... 
See no salesmen... 


Speak to no salesmen... 


Paste this little picture on your desk—tfollow 


its) dictates faithftully—and vou won't spend 
any money. 
Chances are, you won't make any money 
either. 
One of management's primary jobs is to spend 
money on ideas that will produce revenue. ‘To 
do this, salesmen must be seen—salesmen with 


words, salesmen in print, or salesmen that 
merely write orders. 

hats why we've made it as easy as possible 
lor you to get in contact with the right kind 
When 


Management 


olf salesmen to solve you problems. 


you pick up a good idea in 


METHODs, therefore, may we suggest that you 





take one of these two steps: 


1. Use the handy Reader Service Card 


(post- 
age paid), bound into every issue of Management 
METHODs, for more information. 

2. Phone your local specialist’ in business 
equipment immediately, and ask him to show 
you the tools that can convert Management 
METHODs’ ideas into money-saving systems. 

If you value your time and your company’s 
money, if you want to increase your own and 
your employee productivity—if you don’t want 


to forget—here’s help! 





Would you like to order 

Management METHODS Magazine 
for other men in your company? 

Use the postpaid reply card bound 


in this issue. 
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FOR MORE 


INFORMATION 





on products or 
methods described 


in this issue 


CIRCLE 


“State THE KEY NO. 


SEPTEMBER, 1953 and mail this 
card 
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A boss is usually satisfied it 
anew form-system installa- 
tion makes operations hum 

. and if it saves money, 
he rejoices! When it comes 
to giving suggestions on 
how to streamline systems 
and cut costs, the Moore 
people are hard to beat. Theyre full of workable methods, 
procedures, and short cuts proved both in theory and in 
practice. Here are two cases where Moore representatives 
sat in with the men who had systems problems . . . and 
helped solve them. 


COMBINATION: LABEL—BILL OF LADING 


Industrial and Commercial T ape Manufacturer 
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Moore Speedicopy Pad 
{-part Speediset 


Shipping Problem: 


There was a bottleneck in the freighting of finished goods. 
“On Dock” delays, waste of labor, customer complaints, and 
high cost were the main negatives. The trouble was traced 
to the slow time-consuming method of hand-stencilling 
names and addresses on cartons. One worker spent all his 
time cutting or locating and filing stencils. Another worker 
typed each Bill of Lading separately. 


The New System: 


Lane: Analysis of freight history revealed 70° of ship- 
ments were for six or less cases. If required, labels could 
be typed simultaneously with shipping papers; many econo- 
mies could be realized. This suggested a variable-part appli- 
cation, using Moore Speedicopy Pads of 100 labels each, 
with full-pasted 34” stub and interleaved with one-time 


carbon for ready use. 


(Circle 533 for more 





4-pantT Bitt or Lapinc: From the Speedicopy Pad, the 
typist tears off required number of labels, places them be- 
hind the 4-part Bill of Lading Speediset, and inserts them 
into the typewriter as a one-writing unit. A smaller Bill of 
Lading was designed for easy typing, and good continuity. 
Savings and Gains: Two writings have been compressed 
into one; Bills of Lading move faster with quick carbon- 
extraction feature; customer service is prompter with ship- 
ments speeded out; a bright 2-color label advertises the 
company well; $2800 savings on labels plus $600 lopped 
off Bills of Lading, saves the manufacturer $3400 a year. 


ADMISSION AND DISCHARGE RECORD 


Hospital 









5-part Moore Speediset 


The Problem: 

9 different forms were used to complete the records covering 
each patient’s hospital history. Each form had to be filled 
out separately, which made copying and recopying an an- 
noyance. Much time was wasted, and errors were frequent. 


The System: 

5-PpART Moore Speepiset: Office Copy (#1), kept in 
Admitting Office until patient is released, contains general 
information and statistics with detachable tabs for Switch- 
board and Information Desk. Personal History Chart 
(#2) lets doctor hand-write his notes and his diagnosis. 
Ledger Card (#3) summarizes charges and credits with 
Collection Record (#4) 
indicates progress made in collecting. Ward Copy (#5) 
supplies the nurse in charge with complete case informa- 
tion, also has detachable tabs marked OPERATING ROOM and 
DISCHARGE OFFICE, for use as needed. 





a breakdown on the _ reverse. 


Savings and Gains: One 5-part system takes the place 
of 9 separate forms; one writing furnishes information once 
taking 9 writings. Errors in transcribing are eliminated. 
Efficiency and speed in handling have improved. Saving 
in stationery and in time is estimated at hundreds of dollars. 


How does the other fellow 
do it? An “outsider” like the 
Moore man, making the 
rounds every day, can give 
you some ideas on this. 
What's more, he can give a 
fresh outlook, so valuable to 
long-standing problems. The 





Moore people are pleasant to 
work with, friendly, co-opera- 
tive... above all, they know their way around. They have 
available hundreds of systems showing useful improvements 
in your own industry. They’re free . . . just indicate on the 
card the operations you're interested in. 
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Automatic Foldin 


for even the 


Smallest 
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New Folding Machine Saves 
Time on Jobs Like These 
















Monthly statements e Correspondence e Builetins 
e Order blanks 


e Form letters 


Price lists e Invoices 


Instruction sheets e Circulars 


e Envelope Inserts e Special Mailings 


olds up to 6 Stapled Sheets 


This new, low-cost, small folding machine with auto- 
matic feed makes all standard folds and handles up to 


x stapled sheets. Exclusive Quick-Set fold chart 


attached to machine. Eliminates guesswork. Instruction 


me 5 minutes or less. 


ee it Demonstrated without Obligation 


Here’s a sure way to know if this efficient folding 
machine can save you money. Simply fill in and mail 
the coupon below. We will arrange for a demonstration 
in your own office. There is no obligation on your part. 
Mail the coupon now. Satisfy yourself that you are not 
overlooking a way to save money. 


AB DICK 


FIRST NAME IN DUPLICATING 


A. B. DICK COMPANY MM-9 
5700 West Touhy Avenue, Chicago 31, Illinois 

0 I'd like full information about your folding machine 
0 Please arrange a folding machine demonstration 














Ll ae Position___ 
Organization___ 

Address 

City State 
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Real estate arrangement 


offers tax savings 












tHE AUTHOR: N. R. Caine, who 





handles this column in Management 
METHODS, 7s also the editor of a widely syndicated column “Tax Pointers’ 
which runs in newspapers throughout the 


United States, He is the author 


of several books on income tax and war contracts and holds a C.P.A. ce) 
tificate in New York, New Jersey, Pennsylvania and California. A membe) 
of the American Institute of Accountants, Mr. Caine is a senior partne) 
in the public accounting firm bearing his name. 








me Phe practice of incon 
porating income-producing realty has 
been extensively followed in recent 
years. Ihe following facts describe both 
the circumstances and the form in 
which these transactions are generally 
carried out: 

\ and B are the joint owners of a 
building which produces a subsian- 
tial rental income. For reasons of 
convenience they form a corporation 
to which they transfer the building 
in exchange for all the corporate 
stock. 

The incorporation of the building 
will promise various business benefits 
to A and B. Not the least of these is 
the protection from personal liability 
that the corporate form of doing busi 
ness will grant to them. 

Despite the fact that this practice is 
firmly established in precedent and has 
been followed in thousands of cases, it 
should not be adopted without careful 
prior consideration. ‘The existence ol 
certain conditions may make a slightly 
different arrangement more = advan 
tageous, For purposes of illustration, 
let us first assume that A and B expect 
each year to withdraw $50,000 > cash 
from the corporation. Under the 
above corporation set-up, this amount 
would flow to them in the guise of 
fully taxable salaries and dividends. 
Were they to lease, not transfer, the 
building to the corporation for a rea 
sonable annual rental, they would af 
fect the same business result at a sub- 
$50,000 
income would then flow to them in the 


stantial tax savings. The 


guise of rentals, salaries and dividends. 
The one great difference is that they 
would then be allowed to reduce this 
otherwise fully taxable income by a 
reasonable allowance for depreciation. 
Under the first set-up, they would lose 
the right to this valuable deduction; 
the second method would not disturb 
their right to it and they could accord 
ingly use it to offset their otherwis« 
fully taxable income of $50,000 from 
the corporation. The corporation 
would likewise benefit from this a1 
rangement since the rental allowed to 
it as a deduction would exceed the de 
preciation allowance to which it would 
be entitled under the first set-up. This 
feature of the plan would create addi 
tional savings as it would directly re 
duce the corporation’s annual tax lia 
bility. 

The following tabulation will illus 
trate the practical effect of this sugges 
tion. For the purposes of simplicity, 
individual taxes are computed on the 
basis of a single individual and con 
porate taxes are computed without ref 
erence to the excess profits tax. The as 
sumed facts are as follows: 

|. Basis of building $200,000 
2. Annual depreciation al 

lowance 10,000 
3. Net income from build 

ing before depreciation — 5,000 
t. The two co-owners are 

subject to 66% tax 

bracket rates; each wish 

es to withdraw $25,000 

cash annually from the 

building 
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IF BUILDING IS TRANSFERRED $3,220 greater cach year under the lease 
OUTRIGHT TO CORPORATION arrangement. 

Corporate tax return Needless to state, any such transac 
tion should be handled with the most 





SE 
MARBCO puBLICITY RELEA 


Rental net income ica scrupulous attention to its various de 
Salaries (assumed) $20,000 2 ) tails. The rental obligation should be 
Depreciation a fixed at a fair and reasonable figure in 
Net income 65,000 asmuch as any such transaction be 
Corporate tax 28,300 tween closely related taxpayers is in 
Dividend payments variably closely examined and _ scrut 
to co-owners 30,000 inized if its obvious effect is to reduc« 
haititiimal tain venue taxes. In this last connection, a Court 
10.000 of Appeals decision should prove of in 

one - 15.000 terest. The facts were as follows: 

ividenads silt 


The majority stockholder, G.L.L., 


Potal 25,000 acquired property for $50,698 and 
Tax at 66% 11,336 charged his corporation $18,000 per 
Toial taxes year rent. The Tax Court allowed 
Corporation 28,300 the deduction of only $8,400 of the 
Individuals @ 11,336 22,672 total stated rental. It concluded | i —— 
a 5(0).979 that the balance was “in truth and | = SALTS ans 


in fact a distribution to said G.L.L. 
of dividends and therefore not d¢ 
ductible.” The Circuit Court af 
firmed the decision. 


CONDESU 


IF BUILDING IS LEASED 
TO CORPORATION 


rorporate tax return or : 
i This suggestion should be carefully 


( DI 
, 4 ine $95 000 ee ; 
Rental net income ss studied in connection with every rental 
Salaries (assumed) $20,000 ; property, While its proper use and ap 
~ OF 5,000 atti 
Rent paid 25,000 2) plication promise valuable benefits, it 
Net income 50,000 should be emphasized that the neces 
0 F sary tax shaping proce ‘ - 
Corporate tax 90.500 sar) tax shaping process must be ap gw 
Dividend payments plied to the transaction by competent . Qypttreg ” / 
ivide ay ' ; ee re | | ra Ri 
es cen 5.000 counsel before its mechanics have Low-cost Up icator te ee a EE Ri 
taken definite form: at an advanced Yc, : 


- : endl sae eine” 
Individual tax returns stage, it is usually too late to apply sth oye a _ = | i 


Rents 12,500 suteessiienrtbies cesuaeniee: wun’ Wiitedens My 
Salary 10,000 | ; one operation 
Dividends 2.500 





4 MAIL COUPON FOR DEMONSTRATION 
Less: Depreciation 5,000 SOMEBODY STEAL YOUR en cour an 0 
lotal 90,000 REPLY CARD? 





3 116 (ny time that happens to you. just 
Tax at 62% 8,116 . 1 is f paver “I 
jot down on a piece of papel! 


Total taxes 


#8 | 
z 


Corpor ation 20.500 
Individuals @ 8,116 16,232 


Total 36,732 | set treatin Spe iil 
Pears é — * « 
Under the first and usual setup—the poamennen _ i 
outright transfer of the building to the Eee 
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end mail this 




















. | ¥ IN DUPLICATING 
corporation—the total taxes would | gts Re cord THE FIRST NAME 
50,972 ; ‘sent rates: : : : Ree: : 
amount to $50,972 under alee would like more information on the A. B. Dick is a registered trade-mark of A. B. Dick Company 
under the second set-up—the lease of : » : : pr nn ne enn 4 
following numbers”: Please give 
the building to the corporation—the ‘ 1 A. B. DICK COMPANY MM-9 i 
© 6 739 your name. companys name, total é 5700 TOUHY AVENUE, CHICAGO 31, ILLINOIS 1! 
‘ axes W amount to $36,732 : tani cae Cae, 

total taxes would amoun ere number of employees. address and : ara 5 oe : Oy i 
of” at -r words, tne e€as¢ - ‘ 4 . rrange demonstratior r new, low-cost duplicator 
each year. In veg vour job title or function. S 5 § ‘Seek Gliandlias bher ada tac ; 
arrangeme f l own the taxes ; ; . ‘ 
Sikes. wre woulc aol ' Mail to Reader Service Depart- NAME ___ — POSITION. __ a ae ; 

g ome by approxi bes 
on the building > me 5 ment, Management METHODS Maga- 1 ORGANIZATION ‘ ise! ' 
mately $14,240 each year, under the ; ; : 
y $14 ; ou : zine, 141 East 44th Street, New York ADDRESS ae ' 
acts assumed. What is more important, ue 

ee ea ; 17. New York. 1 city STATE aie i 
the net return after taxes would be 7 S cets cto ume we wah toe tes ei tai ens eo et ences el a oe 

(Circle 913 tur mute Mlortiat., 

September 1953 > 
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Is gambling still in fashion ¢ 


Luck isn’t always a lady in the high- 
stake game of high fashion. Just ask 
any manufacturer in the ready-to- 
wear business. 

To hedge its bets, the Fashionbilt 
Garment Company (Kansas City, 
Mo.), one of the fashion leaders in 
the ready-to-wear field, wanted to 
know how its styles were moving 
early in the season. Where sales were 
too slow, informed management 
could cancel or curtail production. 

Without adequate order analysis, 
Fashionbilt was miscalculating by 
anywhere from 300 to 400 garments 
a year. That was before modern 
McBee Keysort methods arrived 


with stitch-in-time controls. Now, 
with twice the volume, Fashionbilt’s 
figures were off by only four on last 
year’s final recap. 

Keysort has more than paid for 
itself by elimination of over-cutting 
of cloth. 

Keysort Order and Shipment An- 
alysis Cards, one for each garment, 
are prepared from the salesmen’s 
order sheets. These cards, speedily 
and easily sorted by regular office 
personnel without costly machines, 
enable Fashionbilt to analyze orders 
on hand at any time. Shipments 
move out promptly without a delay 
for invoicing. Invoice and merchan- 


































































(Circle 530 for more information) 
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dise go out the same day. 

Fashionbilt’s production has dou- 
bled with no need for additional help 
in the shipping department. 

No other system could give Fash- 
ionbilt—or any firm—such accurate 
management controls at Keysort’s 
low cost. Leading executives in al- 
most every kind of business use 
McBee methods today to save time, 
money, work and worry. That’s why 
McBee sales have multiplied tenfold 
in the past few short years. 

The trained McBee representative 
near you will show you how McBee 
methods can help you. Ask him to 
drop in. Or write us. 


THE McBRE 
COMPANY 


Sole Manufacturer of Keysort— 
The Marginally Punched Card 
295 Madison Ave., New York 17, 


Offices in principal cities. 
The McBee Company, Limited, 


11 Bermondsey Road, Toronto 13 








199999933399999 PIF ITED 


oe 
i E > 


FOR MANAGEMENT | 


THE AUTHOR: Leslie 
M. Slote, {ssistant 
to the President, 
Ketay Manufacturing 
Corp., handles this 
regular feature. The 


author functions at 





staff and operating 
levels on matters of administration, 
production, personnel, labor relations 
and management control. Readers are 
invited to submit “symptoms” from 
their own experience for Mr. Slote to 


“UI NOSE 
S 


“About six months ago we in- 
stalled a new visible inventory con- 
trol system, It was demonstrated to 
be a ‘proven’ system, We even visited 
two other firms who were using it 
effectively. The manufacturer in- 
stalled the system to save us from 
confusion during the change-over 
period, and avoid a breakdown in 
current operations. The signal con- 
trol feature sold us, since it meant a 
reduction in clerical and executive 
effort. Almost immediately. we 
found that the signals did not re- 
flect a true condition of stock on 
hand. Now, no one trusts the signals 
and we are guessing as we did be- 
fore. Have we apparently spent 
money and effort needlessly?” 


This situation occurs Guile often in 
varying degrees of complication, As 
usual, management is always ready to 
blame the system. Investigation in this 
case revealed that the actual reasons 
for breakdown did not stem from 
faulty systems design, but from other 
Causes. 

Management. in this case, took care 
to avoid the usual pitfalls of false econ 
omy. ‘They had the entire system in 
stalled by the firm that was originally 
called in to analyze and reorganize pro 
cedures. [The firm that manulactures 
a system can best supply competent 
help to handle all clerical operations 
under pressure of time. This is the 


methods 





economical way of preserving the con- 
tinuity of normal operational loads 
during the installation period. Out 
side assistance, in such cases, offers 
much superior results. It is unwise to 
take people from their regular duties, 
put in overtime hours, and utilize tem- 
porary help to get the job done. These 
practices leave management with unre- 
liable records for a period of time, and 
a loss of managerial control, with the 
inability to make fast, accurate de 
cisions based upon factual records. 

Actual systems analvsis, design and 
furnishing of forms, while of critical 
importance, are only a relatively small 
part of the entire picture. ‘The transi- 
tional problem of installation is much 
more difficult to consummate, Not 
only because of the technical “know 
how” required, but also because of the 
tedious, exacting labor and time in 
volved. 


Both during and atter installation, 
some trouble shooting may be neces 
sary to iron out minor kinks. In the 
case of this company, one phase of the 
trouble was due to a faulty stores dis- 
bursing procedure, which although not 
part of the new system, had a direct af 
fect upon it. Although the opening 
entries reflected an actual physical in- 
ventory, the fact that Stores allowed 
some transactions to go unrecorded, 
soon threw the inventory control off. 
\s a result, the visible, colored signals 
did not indicate the correct stock quan- 
tities. This was corrected, first by 
tightening up the stores disbursing sys 
tem to allow only authorized, fully-re 
corded withdrawals; secondly, by recon 
ciling physical and book inventories 
on a continuous basis, with prompt in 
vestigation of the causes of all dis- 
crepancies. 

Another reason for the signals not 
indicating currently correct quantities, 
was the considerable lag in posting 
transactions. Due to a steady, substan- 
tial growth in business operations, an 
additional clerk was needed to handle 
a share of the increased work load. 
Management was loathe to add anothe1 
clerk to the payroll because “the sys- 
tem was supposed to cut costs, not in 
crease them.” ‘This situation was rem 
edied when it was shown why more 
help was needed. The real savings of 
the system were reflected in reduced 
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LOOK! We do top quality printing 
right in our own office with this 





amazing “3M” Brand Offset Plate! 





Like many another cost-conscious company, we duplicate 
inventories, bulletins, letters...any simple paper work...on an offset 
duplicating machine. But, thanks to the 3M Photo-Offset Plate,.we don’t 
stop there! This remarkable aluminum plate actually expands the scope of 
our printing department... lets us print a lot of our own promotional 
literature, manuals and catalogs. 

And there’s never a botched-up job! The 3M Plate is easy to 
expose and develop. It’s so dependable to use, that any job is reproduced 
with highest professional quality. 

Have the 3M Plate tested on your company’s Davidson or 
Multilith duplicating machine. You’ll be pleased with the results. 


Available for all these 
offset duplicating machines \ DAVIDSON — models 221, 251, 233. 


(Also made for larger lithographic presses) 


BRAND 


PHOTO-OFFSET PLATES 





Pre-sensitized All-aluminum 

Made by the makers of ‘‘Scotch’”’ Brand Cellophane Tape NAME........-+e-eeees 
Made in U.S.A. by MINNESOTA MINING & MFG. CO., St. Paul 6, Sa 
Minn.—also makers of ‘‘Spherekote’’ Brand Tympan Covers and Frisket COMPANY ......... 

Papers, ‘‘Scotchlite’” Reflective Sheeting, ‘‘Scotch’” Brand 

4t_2 Pressure-Sensitive Tapes, ‘‘Scotch’’ Sound Recording Tape, pS re 
BY >, ‘‘Underseal’’ Rubberized Coating, ‘‘Safety-Walk"’ Non-slip 
hd % Surfacing, ‘‘3M"’ Abrasives, **3M" Adhesives. General Ex- CITY 
% me port: 122 E. 42nd St., New York 17, N. Y. In Canada: Lon- CHETSOEE OD SESE DORE 


ge eee ewe see eee eee eee eee See 


* : 
*aaxer* don, Ont., Can. 


(Circle 531 for more information) 


) MULTILITH —models 1250, 1300, 2066, 2066LD. and 


FREE BOOKLET! New executive handbook shows how to 


get the most from your printing department. Is an actual sample of 
professional quality work done by the 3M Plate! 
Minnesota Mining & Mfg. Co., Dept. MM-95 
Printing Products Division, St. Paul 6, Minn. 
( Send me free booklet plus full information on the 3M Plate. 
(1) Include name and address of my nearest 3M Plate Dealer. 
() Arrange for a personal demonstration. 


gene ZONE. ..STATE.......00. 










EASY PROCESSING—The 3M Pilate is 
pre-sensitized for immediate exposure, 
quick development. Requires no special 
processing equipment (no darkroom, 
whirler or graining machine). Exposure 
time is unaffected by hot weather or 
high humidity. 


DEPENDABLE PERFORMANCE— 
Constructed of durable, easily-handled 
aluminum, the 3M Plate will not stretch. 
Permits quick, clean additions or dele- 
tions even after being mounted on the 
press. Is safe to store. Turns out re- 
runs that closely match original jobs. 


3 * 
PERFECT REPRODUCTION —Grain- 
less aluminum makes the difference! 
The 3M Plate prints richer colors, 
deeper blacks. Reproduces illustrations 
in finest detail. Uses less water, less ink. 
Won’t oxidize. Turns out jobs of uni- 
formly high quality. 
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SAVE 2 out of 3 billing steps with 








= 

js Computes and types the 
A |, complete invoice in one 
a ~j/\ continuous operation. 
oF 


Computes by direct 
d \v multiplication... not 
si —\< by repeated addition. 


€ Prints quantity, then prints 
a unit price and total amount 
Ps. simultaneously—no need 

\i/_for machine checking of 


7\~quantities and price. 





‘ 5 
WHEREVER THERE’S BUSINESS THERE’S Bu rroughs aD 


sp 


IPLIERnR 





For complete volume billing work the Burroughs 
Direct Multiplier Typewriter- Billing Machine is 
the world’s fastest answer. One big reason—on 
most applications. the usual three-step billing 
procedure of (1) calculating, (2) typing, and (3) 
machine checking, is reduced to one. Calculating 
and typing is a single, continuous operation; no 
machine checking is needed. 

In fact, this machine types and computes an in- 
voice in less time than it would ordinarily take 
to copy it! 

Here’s the proved-in-use way to cut your billing 
operations ... cut your billing costs. Get the full 
story soon, from your Burroughs man. The Bur- 
roughs branch office near you is listed in the 
yellow pages of the phone book. Or write direct to 


Burroughs Corporation, Detroit 32, Michigan. 





(Circle 507 for more information) 





costs and better utilization of working 
capital resulting from direct) mana 


eerial control. 


Corrections were also made in the 
reorder quantities of different items, 
due to the increased usage of parts pei 
month, and changes in vendors’ lead 
times. Another cause of trouble was 
a change made by Quality Control in 
the routing of an incoming inspection 
report, which delayed the posting ol 


entries for several days. 


\ good system is flexible, allowing 
required changes to keep’ pace with 
changing conditions. This can best be 
controlled through a central unit pos 
sessing the technical knowledge and 
authority to see that the system works 
in accordance with established pro 
cedure, and to devise, install, and 


coordinate anv necessary changes. 


Possibly the most serious failure in 
the operation of this company’s sys 
tem) was due to a personnel problem. 
The clerk who first operated the new 
system soon deviated from authorized 
procedures by reviving the old method 
of recording entries, which was not 
self-interpreting, and by failing to reset 
signals. Investigation showed that it 
was duc to the clerk’s emotional need 
for building up job security and indis 
pensability. A great deal of tact and 
time were needed to clear up the situa 
tion and bring records up to datc. A 
personnel problem such as this should 
have been caught in its early stages 
through alert) supervision—but more 
important, it might have been prevent 
ed altogether. The rights and feelings 
of operating personnel must be given 
consideration from the start to fostet 
a spirit of friendly cooperation, rathei 
than making belated attempts to com 
bat employee resistance to change. Op- 
position, however passive it may be, re 
duces the advantages a system offers 
and can easily destroy its entire useful 
ness. It pays to explain and demon 
strate its need to executives, super 
visors, and operating personnel—let 
them participate in the analysis, design 
and installation, to motivate them to 
make the system work as intended. 


For free literature on how to set up 
a visible inventory control system, 
Circle number 580 on the Reader Serv 
ice Card. 


methods 
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COVER STORY 


by M. M. Lindegren 


Editor's Note: Too often company com- 
munity relations programs are merely 
‘paper praise’’ — reams of news releases 
and expensive booklets outlining pro- 
jected plans. In the article below, we see 
employee and community relations at its 
best. The Norton Company had the op- 
portunity, unfortunately brought on by 
a disaster, and came through rendering 
a true humanitarian service. 


ee Special emergency fa 
cilities and personnel procedures ton 
handling the personal problems of its 
tornado-stricken employees were estab 
lished by the Norton Company ot 
Worcester, Mass., following the Junc 
disaster in that area. 

Property damage suffered by the 
company and its personnel totalled al 
most $5,000,000. 


most four million dollars’ damage was 


Of this amount, al 


caused to employee-owned properties 
and $1,130,000, to the company itself, 
accounting for almost 10°, of the 
whole Worcester area 
$52,000,000. 
\pproximately 800 of Norton’s 5,500 
Worcester affected. 
[hree employees and ten dependents 


damage ol 


employees were 
of employees were killed; 30 employees 
and 56 dependents of employees were 
injured. The company came to their 
immediate physical and financial as- 
sistance, 

Phe personnel problem presented 
was of a size and type seldom faced by 
American business management.  Al- 


though the Norton Company had a 
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HANDLING EMPLOYEE PROBLEMS IN TIME @F DISASTER 


WHAT NORTION 





When at 


bY 


HON DID 
H 
i 





x 4 





Here are before and after views of a Norton employee's home. The frame house was ripped 
from its foundation and carried across the road. 


previously-established disaster control 
plan to cope with emergencies within 
the plant, no provision had been made 
for assisting stricken employees outsid« 
the factory area. 

Because the twister struck in the late 
afternoon, many of the designated pet 
sonnel in the disaster control plan had 


home. All 
grounds were recruited to aid in clear- 


Zone men still on the 


ing debris. As outside help arrived, 
crews and equipment were despatched 
employees. A_ full- 
fledged disaster relief headquarters had 


to aid aftected 


been set up by the next morning in the 


personnel and employment  depart- 





ments, with Frank Zacher, director of 
personnel, in charge, Plants Engineer 
Allan F. Hardy, Jv., was in charge of 
reconstruction of damage to the plant 
and providing building materials for 
emergency repairs to employees’ homes. 

The headquarters was manned by 15 
insurance ad- 
visors were recruited to help with pol- 
More than 250 volun- 
teers served in truck crews, carpenter 
All were 
given full pay for the time spent in 
working in the devastated areas. The 


people. Two trained 


icy problems. 


gangs, and chain saw crews. 


headquarters worked to: 

|. Provide emergency funds. 

2.. Serve . as. .a-. clearing -center for 

emergency housing facilities. 

3. Provide debris and tree remova) 

service. (More than 50 such jobs 
were handled.) 
t. Provide building materials for 
emergency repairs. (Homes of 90 em- 
ployces were demolished; 306, par- 
tially destroyed. Emergency repairs 
were made to 46 dwellings.) 
5. Distribute free 
packing materials for salvaged pos- 
sessions and transport them for stor- 
age in company areas. (More than 
100 truckloads were moved, totalling 
almost 4000 pieces of furniture. 
6. Advise on insurance problems. 
(Insurance will compensate, in part, 
at least, for 70° of the damage to 
employee homes and 40% of cm- 
ployee automobiles. The plant itsel! 
was fully covered by insurance.) 
7. Act as liaison for Red Cross, Com- 
munity Chest, and governmental dis- 


containers and 


aster agencies. 
8. Interview all employees affected 
by the tornado. 


Four mimeographed questionnaires 
were used by Norton disaster workers. 
These covered: general information, 
emergency trucking service, housing 
and interest in securing trailer housing. 
Che two latter forms were passed on to 
the Worcester Housing Authority after 
being filled out. 

What happened to Edward W. St. 
Andre, employee in Norton’s Grinding 
Machine Division, during and after the 
tornado, is typical of many company 
personnel. St. Andre was in his home 
with his wife and two small sons when 
the tornado struck, As the wind roared 


9 














Presenting a new duplicator 




















with a world-famous name 





GESTETNER 260 
with CONTINUMATIC INKING 


From 72 years of duplicating experience 
comes this great new achievement . . . con- 
tinuous, automatic inking. Just set the selector 
to the ink density you want, dial the number 
of copies, and your Gestetner does the rest — 
cleanly, quietly, efficiently. No other dupli- 
cator approaches the Gestetner's ease, sim- 
plicity and cleanliness of operation. 





You'll be delighted at the number of jobs the 
Gestetner can take over, the money and time 
it can save. New electronic stenciling makes 
it possible to reproduce almost anything you 
wish . . . in any of a dozen attractive colors. 
Write today for full details, duplicated sam- 
ples and the name of your nearest distributor. 






PARTS AND SERVICE 
FROM COAST TO COAST 





Golelner- 


Gestetner Duplicator Corp., Dept. 18, 50 McLean Avenue, Yonkers 5, N. Y. 


(Circle 520 for more information) 
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towards them, they dived for the living 
room sofa, lying on top of the children. 
They heard their picture window 
smash and felt debris raining down on 
them. When they raised their heads 
afew moments later they saw that their 
frame house had been lifted off its 
foundation and strewn across the road. 
All they had left was a cement founda 
tion, a pile of rubble, and scattered 
pieces of furniture. But they had not 
been injured. 

Norton employment manager Frede 
ick E. Coe, Jr., reached them the next 
morning and discovered that the St. 
(Andres did not need emergency hous 
ing because they could take shelter 
with relatives. Although they had som«¢ 
insurance, they expected to lose about 
$7,000 in excess of benefits. ‘Then 
automobile was a total wreck. (One 
hundred employee-owned automobiles 
were completely destroved, 382 others 
were damaged.) 

Company carpenter and chain saw 
crews came in to clear away debris and 
broken trees on the St. Andre property. 
Phe remaining furniture was gathered 
up, packed, and carted away for storage 
at the plant. St. Andre was given as 
sistance in replacing his car and _ re 
building his house. On July 24, 45 
days after the tornado, the family 
moved back into their home. 

In providing financial assistance to 
its employees, the Norton Company has 
operated on the idea that the most un- 
fortunate need the most help. In figur- 
ing the financial grants the Disaster 
Committee employed these criteria: 

1. ‘the age of the employee, (Obvi 

ously, an older aian working for an 

average wage, has less chance than a 

younger man to recoup his disastet 

losses in what remains of his working 
lifetime.) 

2. ‘he pay bracket of the employee. 

(Persons in higher pay brackets are 

in less need of financial help than 

those with lower wages.) 

3. ‘The amount of insurance carried. 

l. The amount of damage suffered. 

5. The type of damage suffered 

personal, property, or both. 

Because it will be several months be 
fore all disaster relief has been com 
pleted, the Norton Company cannot 
at this time estimate the total amount 





Internal Revenue Ruling 
on Storm Loss Payments 


As an aftermath of the many recent 
disasters throughout the country, the 
Treasury now offers some tax relief 
to companies aiding their employees. 
Contributions made to employees 
who are not directors or officers, and 
made without regard to services ren- 
dered, length of service, or type of 
employment, can be deducted as 
ordinary and necessary expenses. The 
receipts are not taxable income be- 
cause the contributions are gratuitous 
and spontaneous. In computing cas- 
ualty losses, the employees will have 
to treat the payments as reducing 
the loss to the extent the amounts are 
used as reimbursement for damaged 
property. 

(Rev. Rul. 131, IRB 1953-15, 7) 











which will be expended in aid to 
stricken employees. 

Looking back on the tornado, Non 
ton feels it has learned these lessons in 
the handling of employee problems in 
time of disaster: 

1. The homes of employees should 

be marked on area maps so that they 

may be easily loc ated in time of 
emergency. 

2. Supervisory personnel to aid in re- 

lief work should be given special 

training in advance and should be se 
lected to represent various geograph 
ical areas in the City. 

3. A disaster headquarters should be 

planned and established in advance 

with provision made for special sup 
plies, particularly extra communica- 
tions facilities. 

t. Information forms should be pre- 

pared and kept on hand. 


5. Provision should be made for a 

central headquarters to distribute 

building materials for emergency re- 
pairs. 

Because the Norton Company itself 
was in the heart of the disaster area 
and many of its employees live nearby, 
its personnel problems were by far th 
largest of those of any Worcester firm. 
However, most Worcester companies, 
whether directly affected or not, have 
come to the aid of their employees in 
one way or another. m/m 
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Why doesn't our publicity 


ever get into print? within 


HERE IS A BASIC GUIDE FOR GETTING NEWS OF YOUR COMPANY'S PRODUCTS INTO BUSINESS MAGAZINES 


A wit once said: “Ad- 
vertising is like making love to a > 
widow—you can’t overdo it.” The un- 
derlying principle, that advertising is 
a necessary and important factor in the 
success of a business, no longer needs 
to be “sold” to management. It is now 
common practice to budget some por- 
tion of the sales dollar for advertising. 

But how about advertising’s — off- 
spring, industrial publicity (or, as some 
call it, press relations)? ‘The same com- 
pany that carefully supervises and con- 





trols its advertising, will often treat 
publicity like a step-child and neglect 


to take advantage of its broad pos- 


< WRONG 


A manufacturer of link chain 
should not call attention away 
X 
| 


sibilities. Yet a little planning can 
bring tremendous returns for a_rela- 
tively small budget. 


of extraneous "cheesecake." 





The Cost Of Publicity 


from his product by the inclusion 
! 
Although the trade press makes no 
charge for editorial space, it takes ‘ 


money to get articles and news releases 


written, prepare photographs, set aside 







office space and pay the people who 
conduct a publicity program. How- 
ever, the results of a good program will 
more than justify the cost. 

In his book, Planned Industrial Pub- 
licity, George Black describes the ex 
perience of the Gould Storage Battery 
Corporation. A study of the company’s 
publicity efforts showed it cost Gould 
$2.74 for a column-inch of — space. 


Traceable sales returns worked out to 
A RIGHT 

A photo of this type better illus- 
trates the product, and will 
probably find more certain 
publication in trade magazines. 


$14.50 per column-inch, and cost pet 
inquiry was found to be $.81. These 
figures bear out the contention that in- 
dustrial publicity can offer high re- 
turns per dollar invested. 


One widely accepted business rule- 
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GUARD AGAINST KEY TROUBLE 


Why put up with another day of troubles with 
Lost Keys... Mixed-up Keys... Stolen Keys 
... Poorly Cut Keys... Expensive Lock Re- 
placements . . . Damaged Equipment. . . ? 
BE FREE, WITH... 


* are oy, ong 


FILE AND FIND KEYS FAST 
Easy to install... Simplicity itself. Keeps keys 
... right at the end of your finger tips! 


For complete details write 


P.0O.MOORE CORP. 


cielem-Sdim- Oa em, t-te ale oe eee, oe ae 





(Circle 534 for more information) 








A CHALLENGE 


TO YOUR ABILITY TO FIND 


HIDDEN COSTS 
IN BUSINESS FORMS 
NOW ...A CONTEST to reveal 


the dollar-value of time wasted .. . 
the HIDDEN COSTS in antiquated 
office forms! 


‘HIDDEN COSTS’ CONTEST 


Your entry blank will show you how 
to track down HIDDEN COSTS in 
completed records by using the new 
WATTS _ methods. Best entry, 
judged by leading personalities in 
office management, wins a valuable 
prize. But you can’t lose ... you'll 
use the WATTS methods to root out 
HIDDEN COSTS in any office form! 


SEND FOR YOUR ENTRY BLANK 
TODAY 





See Our Hidden-Costs Exhibit 
BOOTH #338 


NATIONAL BUSINESS SHOW 
GRAND CENTRAL PALACE 
October 19-24th 











ALFRED ALLEN 


WATTS 


COMPANY, INC. 
216 WILLIAM ST., N. Y. 38, N. Y. 
WoOrth 2-6220 


na 








(Circie 554 for more information) 











The most impressive furniture 
you can place in your 
office is the new 
METROPOLITAN Group, 
by Imperial. Outstanding 
design and flawless 
craftsmanship make this 
the ultimate in luxurious 
office furniture. 
Consult your Imperial desk 
dealer about 
the new METROPOLITAN group. 
Or write us for particulars. 





Eon perial 
DESKMARK OF QUALITY 





Imperial Desk Company, Evansville 7, Ind. 


(Circle 524 for more information) 
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of-thumb says that 2°7 of the sales 
dollar should be spent on promotional 
advertising. An equally sound rule sug 
gests that publicity be budgeted at 
about 159%, of the advertising expendi 
ture. But whatever budget you allow, 
use your publicity to give support to 
advertising and selling, and to enhance 
the prestige of your company. 

Editorial space can’t be bought with 
money but only with material that is 
inherently newsworthy. Readers do a 
screening job on editorial material. 

This selectivity works in your com- 
pany’s favor a two inch publicity 
mention in the right publication can 
be more effective than a full page ad- 
vertisement in color in the “wrong” 
medium. 


What Is Publicity? 
Because you don’t buy editorial 
Space, you Cannot expect’ to exercise 
control over what a publication will 
print. Company advertising may be 
cute, risqué, or loaded with superla- 
tives but publicity has to meet the basic 
definition of news followed by all suc- 
cessful publications: “News is what in- 
terests many of our readers today.” 
Take the time to study the publications 
you are interested in and learn thei 
needs. ‘Tailoring your material to fit an 
editor’s requirements will give him a 
hook on which to hang the story. 

It is always a good idea to keep 
publicity and advertising separated. In 
magazines that are worth reading, a 
tie-in can mean “‘certain death” to your 
news release. If you want to announce 
a new product, do it before your regu- 
lar advertising campaign begins, but 
don’t try to combine the two. 

Anything genuinely new is, of course, 
a natural story angle and it is estimated 
that about 50° of all industrial pub- 
licity is just such “new product” mate- 
rial. New products, new applications, 
new additions to a product line, new 
personnel, new catalogs, etc., fit into 
this category. But, other subjects make 
equally good copy. 

One industrial publicity firm, Harry 
W. Smith, Inc., has tabulated eighteen 
different publicity 
material. Case improved 
methods and techniques, “how to” 
articles (how to apply, how to select, 


classifications of 
histories, 


how to maintain), design data, refer- 
ence information and charts are all 





RE: Small Impulse Motor 


From: The Little Motor Company 


Low-Cost Impulse Motor 


FOR IMMEDIATE RELEASE 





quantity orders. 


holes are 1 3/4" on centers. 


60 cycle power. 


accompanying photo. 





An inexpensive, compact impulse motor with variable speed control] has 

been announced by the Little Motor Company, 123 Elmward St., Sanganfroid, 
Michigan. Outstanding features of the new motor, designated Model K, are: 
low speed without gearing, accurate speed control and instant stopping when 


current is shut off. It has been priced at $5.00 net, with discounts on 


The Model K is made of steel, in accordance with Military Specification 

1432R. Speed is controlled by a vernier adjustment, to an accuracy of 1%. 
The unit may be used wherever reciprocating and rotating elements must come 
to a stop at predetermined points: 
apparatus, alarm systems, etc. 


It eliminates solenoid mechanisms and per- 


mite more efficient use of multiple pistons. 


Model K, rated at 1/50 horsepower, has a variable speed range of 1 -- 500 
rpm and a net weight of 1 pound. Dimensions are 2" x 2" x 2". Mounting 
Motors are also available with reduction 
gearing, for the range a -- 100 rpm, with increased horsepower. All units 


are supplied with brackets for panel mounting and operate on 110 volts A.C. 


For further details contact Mr. John Doe, Director of Publicity, AXtel 7-5422. 


Editor: A two-inch 110 screen electro is available if you prefer it to the 


mechanical toys, agitators, laboratory 








THIS LETTER WOULD MAKE COPY 


common story “hooks.” 

Whatever story angle you choose, 
give the trade press all the facts and 
save human-interest slants for your 
house consumer publication. 

The great majority of news releases 
are mailed out to a selected list of pub- 
lications. However, it is not unusual to 
invite an editor to cover a story. If you 
initiate the action, or the editor comes 
of his own accord, it will pay to roll 
out the red carpet. Arrange for him to 
interview the appropriate personnel, or 
give him the technical information he 
wants. Show him whatever photographs 
are available and do what you can to 
simplify his job and make his stay 
pleasant. 


Who Handles Press Relations? 
Whether you decide to handle press 

relations internally, externally, or as a 

combination of both, make it the re- 


sponsibility of one individual. Set your 
sights high: the quality of your news re- 
leases or articles, and where they get 
placed, is more important in the long 
run than total column-inches. Your 
choice of a publicity man should be in 
keeping with this aim. 

The publicity man has a clearly de- 
fined job: get the news, put it into ac- 
ceptable form, and get it into the edi- 
Give him what he needs 
to do his job. 


tor’s hands. 


At the outset, however, recognize 
some of the problems and try to head 
them off. Who is to approve copy? How 
about credit for authorship? To what 
extent will technical personnel be 
asked to cooperate? Is your advertising 
agency going to help? What amount 
should be budgeted? Who will handle 
resulting inquiries for more informa- 
tion? Who will follow up with a sales 
call? How is the success of the program 
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The Little Motor Co. 
Sanganfroid 
Michigan 


News Release 


Street, Sanganfroid, Michigan. 


small change. 


variety of industrial applications. 


products available. 


Attention Editor: 





booklet D-4, 





SMALLEST MOTOR ANNOUNCED 


Sanganfroid, Michigan April 1.....The smallest, most compact and most 
powerful motor ever made available on a commercial basis is currently 
being produced in great quantity by The Little Motor Co., 123 Elmward 


Constructed to the exacting requirements of Army, Navy, Air Corps and 
Federal specifications of size and performance, they are the perfect 
small motor for the unusual demands of military applications. 
midget-sized precision-manufactured product is actually small enough 
to fit into your hip pocket with room left over for a key case and 


The first prototype models have already been tested and approved in a 
These units demonstrated such 
great power, exacting speed control, and flawless performance that 
orders are literally pouring in from all types of industries. 


This amazing accomplishment is just one example of Little Motor Com- 
pany's outstanding manufacturing ingenuity. 
successful history of service to business and industry. 
line of foot-operated valves, angle irons, two-toned refrigerator doors 
as well as a broad line of electronic products are just a few of the 


Complete literature on "Little" products and services may be obtained 
entirely free of cost by addressing the company at 123 Elmward Street, 
Sanganfroid, Michigan on your company's letterhead. 


If you desire a glossy photograph or additional information on the 
smallest motor ever built, we will be pleased to supply them. 


We would also like to have 23 tear sheets of the story after it appears, 
for distribution to our representatives all over the country. 
be happy to carry your publication's name as part of this campaign. 


This 


The company has a long 
A complete 


Ask for 


We shall 








to be evaluated? Setting a policy on as 
many of these questions as possible will 
avoid trouble later. 


Photographs 

If a news release describing a product 
is worth sending at all, a photograph 
should go along with it. Offering to 
supply prints upon request causes need- 
less delay, extra handling and con- 
fusion. Where photographs are pre- 
pared for a feature article, be sure they 
are good glossies. 


the cheese- 


cake for trade shows or special promo- 


Save 


tions—as a rule, the editor can’t use it. 

Identify prints with your company 
name or a descriptive caption, marking 
“top” where position is doubtful. Un- 
less requested, do not send electros or 
mats—a great many wind up in the 
“round file.” You might include an 
authorization for the publication to 
make cuts, to be billed to you. 
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MATERIAL 


The News Release 

Before deciding on a story, the pub- 
licist must be familiar with the format 
of the business papers he is aiming at. 
The possibility of “getting in” depends 
largely on how nearly your material fits 
the editorial policy of the magazines in 
field. Fundamental thinking 
should be ‘what do they want” instead 
of “what can we tell them.” 

Next to getting the wrong kind of 
material, nothing aggravates an editor 
more than a poorly prepared news re- 
lease. The example illustrated contains 
some of the 


your 


faults: 
sparse factual information, no accom- 
panying photographs, lack of perform- 
ance data, broad claims, attempt to 
treat many subjects, and a request for 
tear sheets—a bald assumption that the 
material will be used. 


more common 


In general, judging your matcrial 
from the editor’s viewpoint will keep 


its quality high. Written data should 
be factual, straightforward and give 
the basic information without fluff, 
froth or advertising plugs. Include com- 
pany name (once) and also the name 
and ‘phone of an individual who can 
give additional information. Most re- 
leases can be trimmed to one type-writ- 
ten page—the editor knows where to 
get more information if he needs it. 
However, if the story is good enough 
to warrant more space, by all means 
use it. 


A List Of Don'ts 

Don’t ask when a news release will 
be printed, or why it was not pub- 
lished. While it is sensible to ask an 
editor for advice, or try to find out 
what he wants, it is presumptuous to 
question his judgment. 

Don’t pressure an editor by relating 
future advertising to favorable editorial 
treatment. 

Don’t ask for tear sheets when you 
send a news release. It suggests you are 
more interested in free than 
“what do they want.” Either hire a 
clipping service, or wait until someone 


space 


discovers your story in print. 

Don't say, “We want to see it before 
it runs.” This is not your prerogative. 
As a courtesy, might try “We 
would be happy to go over the tech- 
nical details.” And if you get the op- 


you 


portunity, go easy on the corrections. 
Everyone fancies himself a writer, but 
the editor makes his living at it. 

Don’t get impatient. Most publica- 
tions work well ahead of deadlines and 
it takes time (often many weeks) fot 
your story to be processed. 


Making Publicity Pay Off 

Like a stone thrown into a still pond, 
publicity creates ever-widening ripples. 
Ultimate success is determined by what 
you do about the activity you stir up. 

To make your publicity program pay 
off, plan in advance for handling the 
response it will generate. Most requests 
will be for additional information, 
product literature, reference material 
and the like. Since this reaction was the 
main reason for initiating your pro- 
gram, follow it up. It would be wiser 
not to start your publicity campaign at 
all, than neglect it at this stage. m/m 





Keep INACTIVE RECORDS 
Quickly Accessible with 


VIAXIWAKKN 


Self-Stacking TRANSFER FILES 





The Only Fibre-Board 


DRAWER FILE 


that ‘builds its own steel 
shelving as you stack it 





No. 511 LeTTeR size 
UNITs are self-stacking 
with factory applied 
steel side-plates and hor- \ 


i Per ‘ 
‘ $4.70 Unit ; 


Packed Six Units 7 


izontal stackers bearing s 4 
total drawer content Wy to the Garton Pg 
weight at four points a, of 


ra 
No matter how high you stack these new TRANS- 
FER FILES, each drawer works perfectly ...no 
bulging, no sticking. Each unit is complete, yet 
each becomes part of a sturdy steel structure. 
Units can be bolted side by side. Metal drawer 
pulls, and grey finish on corrugated fibre-board 
produce neat front office appearance. 


Clip this ad to your letterhead for details on other sizes. 


BANKERS BOX COMPANY 


720 S. Dearborn Street Chicago 5, illinois 
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SIMPLE—This newest development in photocopy ma- 
chines can be operated easily by any girl in your office, 


ACCURATE—No matter how fine the detail, or what 
the colors, if you can see it in the original you will see 
it in the photocopy. 


VERSATILE— Produces exact, letter perfect copies— 
whether the original is single or double sided, in 
loose sheets, in newspapers, magazines or bound 
books. Photorapid’s legally accepted copies are ready 
for instant use, eliminating costly retyping, hand 
copying and checking —or costly outside copying. 
With Photorapid you can make, from white or colored 
originals, in sizes up to 13” x 17”, single side copies, 
double side (to reduce filing space), transparent copies 
for use as masters with diazo or blueprints, tissue 
copies for air mail—all at an unbelievably low cost. 





CHECK Photorapid’s unique 
and important advantages. A 
time and money saver to any- 


FAST—in seconds your finished, perfect copy is ready. 
one who needs exact copies. 
Write today for details. 


, Graf! 
fof? 105 Chambers St., New York 7, N. Y. 


a 
Carbons - Ribbons:- Duplicating Equipment and Supplies 
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CURTA 


Calculating Machines 


Lowest Priced, 
Complete Calculators 
on the MARKET! 


The low initial cost and 

trouble-free service of your 

CURTA Calculating Machine 
saves you money. 


Field Work — dis- Sales Engineering— 
tance and weight shipping and dis- 
figures count ratios 


if 





i 


At The Board—blue- 


Inventory — totals 
print specifications 


wherever you go 


Assign it any of the normal computing 
problems which occur during every busi- 
ness day. It performs admirably as a 
desk type machine giving rapid results. 
CURTA Calculating Machines can be 
transported with ease to hundreds of 
vantage points in your business, and 
are very simple to operate. Because of 
their low price your appropriation fer 
calculating equipment spreads over a 
larger number of these versatile ma- 
chines, giving more individuals in the 
organization a _ personal calculating 
machine. 


FULLY GUARANTEED 
for complete descriptive Literature, 
or 10 DAY FREE TRIAL 


Wi Dept M9 
CURTA Calculator Co. 


3851 W. Madison. Street 
Chicago 24, Illinois 
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Sales analysis at lower cost 


COMPANY SAVES $14,000 A YEAR WHILE INCREASING MANAGEMENT'S CONTROL 


 \\V ether you sell waffle 
irons, manufacture automobiles or run 
a laundry service, we'd like to tell you 
what has been accomplished at Woch- 
er’s—particularly in the way of sales 
analysis. Our general operation can be 
adapted by anybody, though relatively 
few know about it. 

We have cut our bookkeeping staff 
from ten people to four, even though 
output has been greatly increased. ‘The 
bookkeeping department payroll has 
been reduced from $26,080 to $11,940 
a year and expense for outside auditors 
reduced by $2,100 per year. 

Our company felt that they had no 
exact sales or inventory information 
until the end of the year and, while a 
“sales analysis’” was prepared monthly, 
the figures were almost meaningless 
from an operating standpoint. We now 
have a complete sales analysis, by 
branch office, by class of product and 
by salesman. And we have an analysis 
of merchandise purchases and expenses. 

We know at any time what our sales- 
to-date are, by any class of product, in 
any branch. We know at any time any 
branch’s cost of sales by products, in- 


ventory by class of merchandise and 
gross profit by sales classification. We 
know how much each salesman has 
sold, and what he is selling. We also 
know how much is being sold to ow 
various kinds of customer. Our ac- 
counts receivable, accounts payable, 
payroll and general ledger work is al- 


ways up to date and proven. 


Increased Volume With Smaller Staff 


It seems almost contradictory to cut 
the bookkeeping staff by 60°, and at 
the same time increase management’s 
information. But 7t was done just by 
applying the proper mechanical equip- 
ment to the job, together with careful 
choice of personnel. We have a vol- 
ume of about 3,500 sales invoices and 
5,000 vendor’s invoices a month and 
the complete analysis job is done by 
one girl, on one machine. 

The sales invoices coming from oul 
branches are all costed by the sales de- 
partment and then coded as to distribu 
tion. Our “analysis girl” then takes 
over. First, she runs an adding ma- 
chine tape on the total cost of all in- 
voices in a “batch” for each branch, 


then another for total selling price. 

She then sorts invoices in a card file, 
according to salesman and type of cus- 
tomer (seven classifications). She has a 
card, for example, for “Brown-Hos- 


pitals,”’ “Brown-Doctors,” “Brown- 


Lay,” and so forth. Where no sales- 
man is involved, other cards are sorted 
according to type of customer, 

From this sort, she goes to the ma 
chine which has 27 totals, plus a grand 
total for all work. ‘The 15-bank key- 
board is “split” right and left, so that 
you actually get 54 totals and two 
erand totals. Cost is entered on the 
left side and at the same time selling 


price is entered on the right. 


Assembling the Analysis 

The girl has a group of invoices tor 
each salesman, according to type of cus- 
tomer. She starts with the first group, 
inserting a ledger card for the salesman 
(as, “Brown-Hospital’’) in a chute at 
the right of the machine. Our prod 
ucts—of which there are about 15,000 

are broken down into 23 main inven 
tory classifications. Reading from the 


invoice, she sets up the cost at the left, 


methods 


selling price at the right, and depresses 
any one of 23 total keys immediately 
to the right of the machine’s keyboard. 
\s she touches the electrified total 
key (you might call it an “adding” 
key), the following occur instantly and 
simultaneously: 
|. The cost and selling price are 
added into the proper inventory clas- 
sification total. 
2. ‘The cost and selling price are add- 
ed into the overall grand total. 
3. The date, classification code, auto- 
matically advancing consecutive 
number, cost and selling price are all 
printed on the salesman’s ledger card 
(commission statement). 
!. ‘The same information prints on a 
continuous journal at the left side of 
the machine, 
5. The journal and ledger card auto- 
matically space up to the next line 


Cost of Sales 

All of this takes little longer than it 
does to enter a figure on an adding ma- 
chine. When the operator has finished 
with that group, she removes the ledger 
card and inserts the next one (as, 
“Brown-Doctors”). After all the in- 
voices for that branch have been run 
through the machine, a card is inserted 
at the right and the totals are cleared 
from the machine, printing on the card 
as they clear. There are totals not only 
for each sales classification, but also fon 
parcel post, freight and various taxes. 

Ihe grand total is then cleared, 
showing total cost of sales on the left 
and selling price on the right. These 
should prove to the adding machine 
tapes previously run. If any error has 
been made, it is easily found by placing 
the adding machine tape next to the 
journal and comparing figures. 


Sales Returns and Allowances 

An identical procedure is used fon 
sales returns and allowances, and when 
the operator has run all items, she 
clears the machine totals on the othe. 
side of the analysis card. 

When finished with the day’s work, 
She has the following data on the anal 
ysis card: 

l. By class of product sold: 

(a) Sales 
(b) Cost of sales 
(c) Returns and allowances 


(d) Cost of returns and allowances 
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from every angle you can’t beat a Browne-Morse desk 


designed with a 
difference 


To list all the design advantages 
you receive in a Browne-Morse 
desk is impossible, but a few of 
the more important that add to 
comfort, convenience and dura- 
bility are: welded UNI-PIECE 
steel frame, all rounded corners, 
stainless steel flush drawer pulls, 
sound and vibration insulated, leg 
levelers adjust to 11/4 inches. This 
year a new design feature on all 
storage drawers incorporates a 
combination ball bearing and 
nylon glide drawer slide. 


rowne > 


La! orse 


COMPANY 
MUSKEGON, MICHIGAN 











wmperishable 
plastite top 


Stamped from 16 gauge steel, 
Browne-Morse tops have the plas- 
tite surface permanently laminated 
to the metal by an exclusive pro- 
cess. This technique gives you an 
ultra-smooth writing surface that 
is wear- proof, cigarette - proof, 
stain-proof and chip-proof. This 
year Browne-Morse is giving you 
the opportunity to experiment in 
color dynamics by offering another 
work-producing shade. See this 
exciting new mist-green top. 








(Circle 558 for more information) 








file drawer with famous 
glider arm 


This year Browne-Morse’s famous 
Glider Extension Arm has been 
added to the file drawer of the 
desk featured above. Now you 
have the same “feather touch” ac- 
tion you’ve become accustomed to 
on Browne-Morse Glider Files. As 
for durability it’s unbeatable. One 
Glider File drawer carrying a 90 
pound load was opened and closed 
365,000 times (100 years’ use) and 
still showed no measurable wear. 
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G-E announces 
a really NEW 
Water Cooler! 


YOU'VE NEVER SEEN a water cooler like this be- 
fore—styled to fit the smartest showroom, yet 
rugged enough to take hard use in a plant. It’s 
the all-new Diamond Anniversary G-E Water 
Cooler, sparkling with far-ahead features. 

NEW COMPACTNESS, requires 30% less floor 
space. Tucks away almost anywhere. 

NEW SERVICING EASE, all adjustments made 
through snap-off front. 

NEW COOLING DEPENDABILITY because it fea- 
tures the famous G-E compressor—as used in 
G-E household refrigerators (over 3,500,000 in 
service 10 years or longer). 

NO SQUIRT, NO SPLASH, NO SPILL, thanks to G-E 
automatic air-pressure vent, deep-dish basin, and 
non-squirt bubbler. Big G-E pre-cooler and giant 
reservoir assure plenty of cooled water always. 
GET THE FULL STORY on new G-E Pressure and 
Bottle Coolers. Send in the coupon...then take 
advantage of the G-E 5-Year Protection Plan! 
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COMPACT! TAKES 30% LESS 
FLOOR SPACE without sacri- 
ficing capacity or performance. 


It's officient and handsome! finish resist soiling. 





ei. 


EASY TO USE 
directly linked to valve. No groping, even in the dark. 


16 


CLEAN AND SANITARY. 
Electropolished anti-splash top 
and handsome gray hammered 





« Unit is activated by giant-width foot pedal, 








° 
* General Electric Company, Air Conditioning Division, 4 
« SectionMM-16, Bloomfield, New Jersey e 
$ Rush full particulars on the Diamond Anniversary 4 
« G-E Water Cooler. + 
eo e 
: NAME.... SAMMI vcscacscodssoseasysaccnoisvsicaaschshassansuck . 
a Sener , Siioaeaee sche : 
© city avareasbces COUNTY STATE , scaeim. © 
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2. Salesmen’s commission statements, 
with different statements for each 
type of customer. 

3. Cards for all sales on which no 
commission is paid, by type of cus- 
tomer. 

t. Journal showing a complete, con- 
secutively numbered record of every 


entry. 


Monthly and Periodic Analyses 

At the end of the month, all figures 
are consolidated by machine. For in- 
stance, the girl will have a number of 
sales analysis cards for each branch, 
one for each time she has analyzed a 
“batch” of invoices. She simply en- 
ters the totals from these cards, and 
then clears the machine on another 
card. ‘This shows all sales, cost of sales, 
returns and allowances and cost of re 
turns and allowances, by class of mer- 
chandise, for that branch for that 
month. Branch totals are then con- 
solidated to form a picture of the en- 
tire company operation. 

Totals are also consolidated for the 
month’s sales according to type of cus- 
tomer. This is accomplished simply 
by reading off the salesmen’s cards and 
the non-commission cards, using seven 
of the machine’s total keys for the 
seven-way breakdown. 

Periodically throughout the year, 
whenever it is convenient, branch and 
company totals are consolidated for the 
year to date. Analysis of merchandise 
purchases is made according to the 25 
inventory classifications. Separate total 
keys are again used for freight, parcel 
post, etc. Returns and allowances are 
processed in the same manner, The 
end product for each branch is a pur- 
chase analysis card with purchases, by 
class of merchandise, on one side and 
returns and allowances, classified in the 
same manner, on the other side. 

Expenses are also analyzed on the 
machine. 
possible expense classifications, the 
great majority fall within the 54 (27, 
“split’”’) analysis totals provided by the 
machine. The few miscellaneous items 
are analyzed separately. We could, of 
course, divide the invoices into two 


Though we have scores of 


groups and make two “runs” getting 
108 totals—or make three runs and get 
162 totals—but we have no need to do 
that. 


methods 





What the Analysis Shows 

These are some of the results we have 
from this analysis work: 

1. We can tell, at any time, what our 
gross sales are, by class of product, by 
branch and for the whole operation- 

by month and year to date. 

2. We always know what our gross 
profits are, by class of product, bv 
branch, and over-all, for any month on 
for the year to date. 

3. We know at all times just about 
how much we have in inventory, for 
each class of product, at any branch, be 
cause this data is instantly available: 

Opening Inventory (any class of 

product) 

Minus Cost of Sales (from to-date 

analysis card) 

Add Returns (from same card) 

Add Purchases (from purchases anal- 

ysis card) 

Leaves you with present inventory. 
4. We can tell how much is being sold 
to our various kinds of customers just 
by glancing at this analysis. 

We know how much each salesman 
is selling, what classes of product he is 
selling most, and to whom he is selling, 
simply by reviewing his commission 
statements. 

6. Expenses have been completely dis- 
tributed. 

All of the analysis work is proved 
right to the cent. 


Prior to Machine Accounting 

The company used to have two “flat 
bed” typewriter-bookkeeping machines 
on accounts receivable work—every 
thing else was done by hand. 

Under the old system, the accounts 
receivable work was extremely difficult 
to keep in proof. It took from five to 
eight days to get out an accounts pay- 
able check. The general ledger, done 
by hand, was extremely unwieldy and 
difficult to keep in balance. Payroll 
required so much duplication of effort 
that the same thing was done five times 
over before the job was finished. 

All of this work is completed now by 
one machine operator, with a single as- 
sistant to help with filing and sorting. 
Company records are now set up in 
such a manner that sales could increase 
another half million dollars and we 
would have to add one girl, at most, to 
our bookkeeping staff. m/m 
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STYLED BY CARL OTTO 





NEW VP) MAKES GOUD! 


Edison’ s(new) v fashioned individual dictating instrument 
scores instantly on looks, size, ease of use and carrying 


Slim but sturdy, tiny but tough, 
the V.P. is EDISON-designed for 
daily desk use. Ingenious fea- 
tures: automatic disc position- 
ing, push-button indexing, scan- 
ning, playback and—dual use for 
transcribing as well as dictating! 


The V.P. uses the superb EDISON 
Diamond Disc, which integrates 
perfectly with EDISON TELEVOICE, 
the new-fashioned phone dicta- 
tion system. Don’t wait—PLAN 
YOUR NEEDS NOW for the popu- 
lar YP. 


Q Edison. 


INCORPORATED 





Tuck it under your arm or into Famed industrial designer, Carl 
a briefcase. No carrying cases to Otto, has won the National In- 
lug. Cross-town or cross-coun- dustrial Designers’ Institute 
try, take your V.P. along. Small- Medal for his design of the V.P. 
est, lightest, easiest to carry, it Experts say the V.P.— today’s 
records as you go, like a high- most wanted dictating instru- 
speed, precision camera! ment—is first by far! 


EDISON RITER 








about today’s most ad- OK., send me 


vanced dictating instru- 
ment in free, full-color 
brochure. Just clip cou- 
pon to your letterhead 
and sign. Or phone local appress 
EDISON VOICEWRITER 

office. CITY 


NAME 


TITLE 


8 
| 
s 
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Technical Excellence in pe * 
Design and Manufacture of ee 


| 
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Tnomas A Cason, erporate 4. toh 


VP Colao Voncemetter 





This is the prized Audio Engi- 
neering Award, won by the V.P. 
for “Excellence in Design and 
Manufacture of Dictating In- 
struments.” The V. P.’s patented 
features include unequalled 
High Definition Recording. 


(PPP PPP PPP PPP PPA PPAAAIPPMAAAAAAAAZasAZaaasaaae 


GET THE FULL FACTS EDISON, 22 Lakeside Avenue, West Orange, N. J. 


“V.P.”" brochure—no obligation. 
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Puddle- 


Proof 


Se eee ee 


T's the new Morris miracle SAFE-T-SET with 
the exclusive safety feature. Tip it...tilt it...curn it 
upside down. Won't spill. Won't leak. It’s Puddle- 
Proof! The Morris SAFE-T-SET belongs on 
every office desk. Saves soiled clothing, spoiled 
tempers. Handsome modern design in your color 
and the pen with a point in your favor, a Morris 
hard-tip point. Will hold full two-ounce ink sup- 
ply and built with office rough treatment in mind. 
The new Morris puddle-proof SAFE-T-SET is 
manufactured by the foremost name in the field 
of matched desk top equipment. Your stationer 
can supply you. See him today. 


BERT M. ORRIS CO. 


8651 WEST THIRD STREET 
LOS ANGELES 48, CALIFORNIA 
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Company policy on pay 
for union committeemen 


LULL LLL. LLLL LULL LLL LLL trequent union demand made ol 
companies employing 500 or more workers is that 


management permit the union to have at least one 


full-time paid committeeman. His only function 
would be to service the erievances ol employees with- 
in the unit, and to attend to other in-plant union 
business, According to a recent survey by the Associ 
ated Industries of Cleveland (AIC), few of their com- 
panies go along with this idea. ‘They feel a company 
would have to be very large before employee griev- 
ances reach such a volume that full-time committee 
man-assistance is required. 

As a matter of fact, far from having a full-time 
union committeeman on the company payroll, many 
concerns in this community restrict the time that a 
union ofhcial may spend in activities of this kind. 
Others, to keep the situation under firm management 
control, stipulate that a committeeman punch his 
time card out before he leaves his job to attend to a 
grievance, and then punch it in again when he re- 
turns. He is paid for his hours away from the job, 
but a record of them is kept, and the company is thus 
able to keep a checkrein on the comings and goings of 
union officers. 

The normal practice of the majority of Cleveland 
companies is simply to insist that the grievance-bound 
committeeman report to his department foreman be- 
fore leaving and to notify him when he is ready to re- 
sume work. ‘This puts the burden of control on the 
foreman, and in AIC’s opinion, that’s where it should 
be. ‘Ihe supervisor who is trained in his personnel 
responsibilities and recognizes their importance, can 
handle this type of informal procedure tactfully and 
efficiently. 

“What about pay for committeemen for time spent 
on employee-grievance work?” is the question put to 
them by an executive of a large member firm. He was 
primarily interested in what other Cleveland em- 
ployers did about pay for full-time committeemen. 
The answer is fundamentally the same whether the 
committeeman gives full time or only part time to 
union business. He gets his hourly rate unless he is 
on incentive. If he is on incentive, he receives his 
average earnings. m/m 





M-K ADJUSTO 
TRAY-BINDERS 
and 

Hi-Lo 
STANDS 


Easy adjustable 
stands made to fit 
one or more tray- 
binders — 

> 7 Yong & 6! 








SORTERS 


SAVE TIME 
SAVE WORK 
SAVE SPACE 


STEEL BANK and OFFICE UNITS 
TO FIT YOUR NEEDS AND SPACE. 


Tray housing, counter 
units, teller units, ac- 
oto! ¥ lal diate Mm aalelelallal-Mel-tL. <9 
savings tubs, money 
ol 0-1-1 Wa (0) 0] 0) (- ME ole] lolol b a7 
files and cycle billing 
Yeleliaa\-1a am insulated if 
required. 


TRAINED REPRESENTATIVES IN 
MOST PRINCIPAL CITIES 


Complete Line of Tray-Binders, 
Stands, Record Handling and 
Housing Equipment. 


Le Frebure 


CEDAR RAPIDS, IOWA 
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Perhaps you may 
want to do this, too! 


A Car Pool serves many people who need trans- 


portation only part time . 


our Tabulating Equipment Pool serves 


. . 


many companies who need punched card equip- 
ment only part time. 


What they do: 


These 


card equipment as they need it and pay propor- 


companies use our modern punched 


tionately. 


They 


ment, leasing space or training 


no longer worry about acquiring equip- 


personnel. 


In addition they get better and more compre- 


hensive reports in less time and at reduced cost. 





Undoubtedly there are operations in your com- 
pany which can be done more efficiently and at 


a savings through the use of our statistical 


service, 


Why not telephone or write us today? 


RECORDING & STATISTICAL CORPORATION 


CHICAGO - BOSTON - DETROIT - MONTREAL - TORONTO 


100 Sixth Avenue, 


New York 13, N.Y. 


WOrth 6-2700 
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Exit interviews reveal 
“Why they quit” 


in Although some individuals consider 
exit interviews unrewarding (see April, 1953 Man- 
agement METHODS, “Why they quit”), the Taylor 
Instrument Companies, with headquarters at Roch- 
N. Y., have a long standing practice of exit in- 
terviews for all persons leaving their employ. The 
TAYLOR METEOR, their excellent house organ, is 
sues an annual summary giving facts and figures on 


ester, 


employee terminations. Keeping workers informed 
about their company and fellow employees shows good 
company management and alert house organ editorial 
policy. 
SUMMARY FOR TWO YEARS 
{Rochester Plant) 


2nd Yr. Ist Yr. 

Employees start of yr. 2099 2089 
Terminations during yr. 642 502 
Hired during yr. 167 512 
Employees end of yr. 1624 2099 
Turnover rate 34% 25% 

REASONS FOR LEAVING 
To stay home 62 42 
Leaving Rochester 26 29 
To go to school 22 39 
Military service 4 10 
To be married V1 15 
Retirement 25 VI 
Dissatisfied with wages 5 9 
Dissatisfied with work 13 25 
Another job 62 86 
Discharged 3 15 
Not up to standard 14 19 
Lack of work 312 57 
Absenteeism 5 13 
Death | 4 
Temporary hire 5 48 
Other reasons 49 52 
Total Terminations 642 502 
OTHER SIGNIFICANT FACTS 

Taking extension courses 152 137 
Manpower loans 453 369 
Poor health 23 28 
Transfers 226 186 


Taylor policy calls for the transfer of skills within 
the company whenever possible. In spite of this, it 
was necessary to hire 167 people in the same year that 
This 
Of the 167, 
twenty-two were from those previously let go because 
of lack of work. 
the first to be re-employed when their specific skills 
are needed. m/m 


312 were terminated because of lack of work. 


was due to the type of employees needed. 


Policy dictates that these people are 
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WITH A DUPLICATOR 


Yes, Mr. Office i aa she can’t help 
but love the RONEO . t's so easy, so fast 
and oh, so simple to aoa No more 
messy, ink-stained hands, time-consuming 
adjustments and frayed tempers. 


She just loves Roneo’s 25 Second Color 
Change . . . RONEO’s Automatic Inking . . . 
and RONEO’S Automatic Counter and Shut- 
Off. What a convenience and time saver! 


And you'll love Roneo’s economical, clock- 
like operation . . . its amazing versatility! 
Here’s o duplicator that can actually 
reproduce everything ... letters, signatures, 
drawings, illustrations and even high 
quality halftones (photographs) in black 
and white or color. Here’s a duplicator 
that will really let you add color 
and sparkle to your sales 
letters, bulletins, house organs 
and catalog pages. 







In fact here’s the one dupli- 
cator that offers you 
the nearest thing to 
printing at far below 
average mimeograph 
costs! Try and not love that. 


so eee why not see in action, 


right in your own office. Demonstrations 
gladly arranged. 


* eres 


Be sure and send for your copy of Roneo’s amazing 
folder “Mimeographing Without Stencil Cutting” 
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“ Twelve Steps... 


To an Accurate 


e Efficient 
FILING SYSTEM 


One of a company’s most valu- 
able possessions is it's records— 
but only if well organized. Help- 
ing you to orgatize-yours so it's 
easy to find what you want 
quickly—is our business. Know- 
ing what to keep—and how long 
—is part of our service. We 
have no equipment or supplies to 
sell—ours is a_ professional serv- 
ice. We are specialists in creat- 
ing and reorganizing filing  sys- 
tems—making them work  ef- 
ficiently, economically. 

Send for our Record Trends Bul- 
letin “Twelve Step Economy Plan” 
—write today to 


@ RECORD CONTROLS, INC. 


209 So. LaSalle St., Chicago 4, Illinois 
Room 805, 516 Fifth Ave., New York 18 
is. (5 


Twenty-second annual Records Management 
Conference—Edgewater Beach Hotel— 
Chicago, October 9, 1953. 
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MANAGEMENT COURSES 


1.C.S. offers a wide range of 
short post-graduation and re- 
fresher courses for busy execu- 
tives. Condensed Business Prac- 
tice. Business Management. Mar- 
keting. Labor Relations. Indus- 
trial Supervision. Courses cover 
theory as well as modern prac- 
tice. Texts by recognized authori- 
ties. Lesson material arranged to 
fit your exact needs. Also courses 
tailored for groups of company 
employees. 








Write for full information. 


INTERNATIONAL CORRESPONDENCE SCHOOLS 
Dept. 2483, Scranton 9, Pa. 


Send full details about course checked: 


Accounting 

Advertising 

Business Administration 
Business Management 

{ Foremanship 

Condensed Business Practice 
Industrial Supervision 
Marketing 

Labor Relations 

Engineering 

Creative Salesmanship 

1.C.S. employee-training plans 








Address 


(Circle 525 for more information) 
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TRAVEL EXPENSES 


by H. M. Brown, 


How to simplify their processing 


Asst. Secty-Treas., The Toledo Steel Products Co., Toledo, Ohio 


CE We have about forty 
salesmen calling on automotive parts 
distributors and jobbers throughout 
the United States. Our salesmen travel 
by automobile, railroad and airplane 
and stay at first-class hotels and motor 
courts, 

Before installing our present system, 
our home office found the conventional 
“reimbursement for money spent” 
method to be slowing down our sales- 
men. Each salesman submitted his ex- 
pense account weekly for approval by 
the Sales Manager. It was then sent 
to the Accounting Department for veri- 
fication, and finally to the Accounts 
Payable Department for issuance of a 
reimbursement check. The Mailing 
Department forwarded the check to 
the salesman according to his itin- 
We had to prepare and mail 
about forty checks a week, not includ- 


erary. 


ing duplicates to replace frequently 
misdirected and lost checks. 

This procedure was unsatisfactory 
and expensive both to our salesmen 
and the home office, since it did not as- 
sure traveling funds to our salesmen 
when and where required and it also 
accounting 


created operational and 


difficulties. 


Our New System 

We now utilize a service which is- 
sues a credential in the form of a credit 
letter to each of our salesmen, which 
enables him to cash drafts drawn 
against us at any of more than 2,000 
hotels and motor courts throughout the 
United States, 


The credential indicates the name 
and location of our bank and the 
weekly limit of the amount in which 
drafts may be drawn. 

The drafts are special forms pro- 
vided by the service, imprinted with 
our name and with our bank’s name 
and location. As many drafts may be 
drawn in any week as may be required, 
either by the salesman’s needs or our 
instructions, provided the aggregate 
amount does not exceed the weekly 
limitation noted on the credential. 
The drafts are cleared through banks 
and clearing houses as cash and not as 
collection items, that is, in the same 
manner as checks. 

Each time a salesman draws a draft 
against our company and cashes it at 
one of the service’s correspondent 
courts, the cor- 
credential 
(which must be presented with the 
draft) with his name, location, date, 
and the amount of the draft cashed. 
Thereby, the amount a salesman may 
draw in any week is controlled within 
the limit specified on his credential, 
since its previous endorsements are 
noted by the service’s correspondent 
before they cash any further drafts. 


hotels or motor 


respondent endorses the 


The Company's Responsibility 

The company’s responsibility is lim- 
ited to the amount authorized by it on 
the letter. Disallowable items and me- 
chanical errors in expense reports may 
be adjusted in a subsequent drawing, 
the salesman being notified to this ef- 
fect. Amounts drawn less than the 


amount specified are not cumulative, 
and cannot be drawn in any subse- 
quent calendar week. 

Each of our salesmen is required by 
the service to make a personal appli- 
cation for his credential, whereunder 
he becomes obligated to pay any un- 
paid draft. This personal liability is 
obviously a protection to us and the 
service, and a deterrent to any possible 
misuse of the salesman’s credential. 


No Large Advances Needed 

The service eliminates the need for 
advancing large sums of money when 
the salesman starts his trip. He is able 
to maintain travel schedules because 
Making quick 
changes in itinerary is possible when 


he always has funds. 


business requires it, and salesmen 
avoid the possibility of lost appoint- 
ments since they are never “frozen” at 
a hotel awaiting money. 

Added hotel, meal, telephone and 
telegraphic expenses (plus 
ductive salary cost) is eliminated be- 


non-pro- 
cause salesmen are independent of 

The last min- 
ute approval of expense reports is done 


mailed expense checks. 


away with, insuring greater accuracy in 
expense reports as each salesman is the 
maker of a negotiable instrument. A 
simpler, quicker and better controlled 
audit system results from reducing the 
load on the Auditing Department. 


Cost Is Not Excessive 

The cost of the service is moderate: 
including all necessary drafts, it is 13% 
per annum of the weekly limitation on 


methods 


the drafts that may be drawn. That is, | paring and mailing checks. ‘The most 
a credential authorizing the cashing of | vital element, perhaps, is the elim- 















drafts up to a maximum of $100 per ination of lost business caused previ- 

week costs $13 per year. Upon cancel- ously by unkept appointments due to 

lation of a credential prior to its stated — the inability to maintain travel sched- 

expiration date, a short-rate refund is ules under the old check mailing sys- SPEEDS 

made. Our experience is that the cost tem. ORDER 

of the credential is much more than For more information, Circle num- PROCEDURE 
offset by the savings we effect in pre- ber 583 on the Reader Service Card. 


FOR 
KROEHLER 
MFG. CO. 





These are samples of a typical credential and a draft. The credential shows the maximum 
weekly limit and endorsements of drafts cashed. This draft is one of four types, and 
includes a weekly expense sheet. 
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TO OUR CORRESPONDENTS, Summer TO CUE “REGULATIONS” ano Cumin’ wenn.” “CANCELLATION BULLETIN” ano eagvmen vou enocese BD 


TOS TRAVELETTER (6 SPACES smoncavED, YOU ant AuTuoeten to caw ee §=OONALO C. BURKE 


Teavtsonnens, sont vvwiw arance ar CR TY WATRONAL BANK, ALLIANCE, OHIO 
ON AMERICAN MACHINERY CO., HNC, 


For A @uNM NOT TO ExceED 406.00 - One HONORED OOALARS se = © = @& 


WITHIN ANY CALENDAR WEEK 
( Beginning Sunday and Ending Saturday 
UNTIL ABOVE EXPIRATION DATE TRAVELETTER CORPORATION 
it CASE THIS TRAVELETTER 18 LOST, NOTIFY 
YOUR COMPANY IMMEDIATELY, TO CANCEL. 











£2 BY TRAVELETTER CORPORATION, GREENWICH, CONN Wherever paper work requires more than one 

ENDORSEMENTS: legible copy, a Colitho Business System can be 

A gedaan BOs > fener used to speed the operation, eliminate transcrip- 

tee. chif/st # 5] Pelmin, ower CKeeago, Kh. tion errors, and cut clerical costs. Colitho paper 

oe a= ty Ae eset? ry ey, foment ae 7 offset duplicating plates, plain or pre-printed, 

site | Ola | Wie bP Mtl —— th can be incorporated in single, multiple part, flat : 
2 SRY oe ee wy ee ee fa £4, : pack or roll forms. Colitho Business Systems ® Orders written on a 

provide for variables and blackouts, deletions Colitho plate 


or additions. Partial information can be added e Plate mailed to factory 
at any time. All business paper work lends itself 


to simplification through a Colitho System.* No transcriptions—no 


copying errors at fac- 
Regardless of the kind of business you are in, tory 

Colitho Systems offer time and money savings 
in purchasing, manufacturing, distributing, sell- 
ing, billing and accounting. For more informa- 
tion, mail the coupon attached to your business ‘ 
letterhead. e Costly order typing 
pool eliminated 


e Copies run off for pro- 
duction, shipping, in- 
voicing, accounting 








*Where spirit duplicating equipment is used the 










































































‘aaa paiensiicnillcaeegien hone ane + 1h aaron tmnt tinsingtnisheteeielinsatiinetin same results can be obtained with a Columbia e Time saved—costs 
TRAVELORDER NO OETALH FLL Wh AND SOMEATEL© Man. TO YOUR Fes saneedinmaaed ee 28 slashed 
saad aaa Se ata oe enenenan Colitho Division 
tN CONNECTION WITH my TRavELerTeR NO _ 1 MAVE TOOAY HAD CASHED COLUMBIA RIBBON & CARBON MEG. Co., Inc. 
FOR | CHARGE TO 
ee 1 APPROVED peuictatien . - i ai iia diatiiaignien OFFSET DUPLICATING 
— res | a | ae Fa oe 
ee 8 itd Ee ie PLATES AND SUPPLIES 
Sun ‘© | i » 
ae { 4 at TI GR AA a BAN SS Oa ’ eS 
Tur Te I OG AS Sia cv Oia 8 | | eS ia: Gc Colitho Division, COLUMBIA RIBBON & CARBON Mra. Co., Inc. 
rate RL OR: URS MG TO at EA WS a at 119 Herb Hill Rd., Glen Cove, New York 
Fm TO i + 4 | ome | SS Re + + (ms & wadpevnenelljnnnenrnenonnennedpasceneonssscay, X 7 4 : 
sete a a 0 ND ~~. Please send information about Colitho and Ready-Master Business Systems. 
TOTALS j i i j } } > * ° ° = 
* coven mataneene ” —= aw [omakese st canf can | selon | ame | Our duplicating equipment is: Offset (J Spirit F 
t Name. 
Company 
Address 
City Zone State 























(Circle 509 for more information) 
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(ADVERTISEMENT) 


Saving Money Through Better Record-Keeping 


TWO-CARD STOCK CONTROL ELIMINATES REQUISITION WRITING 
SAVES TIME-MONEY IN PURCHASING AND STOCK DEPARTMENTS 





Establishing effective inventory controls 
and at the same time keeping clerical and 
administrative costs low is a common 
problem in business and industry today. 
Many firms are burdened with exorbitant 
overhead costs in an attempt to control 
inventory investments, without getting 
the control desired. 


Many firms are controlling inventory, 
but at clerical and administrative costs 
that consume a good part of the savings 
that result from such control. 


Here is a proven way for management to 
solve this problem. The experiences of 
such firms as John A. Roebling’s Sons, 
Durez Plastics & Chemicals, Inc., Chev- 
rolet, Tonawanda, Bendix Aviation, Bell 
Aircraft and thousands of others make up 
a remarkable story of accomplishment. 


The system and technique of operation is 
the ultimate in simplicity. The savings 
result from the use of a V/SIrecord two- 
card stock record system which accom- 
plishes the following:— 


Eliminates writing or reproducing 
requisitions. 


Eliminates errors in specifications. 


Usually eliminates the need fo a com- 


modity history record in the Purchas- 
ing Dept. 


Enables management personnel to 
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evaluate intelligently each requisition 
in 20 seconds. 


Reduces to a minimum the skill and 
judgment required of posting clerks. 


Increases clerical production and _ re- 
duces clerical costs. 


The first VISIrecord card is a work sheet 
for posting receipts, reservations and ac- 
tual available balances. This form is often 
called the “In-Out-Balance” record. 


The “Permanent Requisition” form, is 
VISIrecord’s second card. It contains 
vendor information, usage history, requi- 
sition, authorizations, purchasing and 
receival data. (For control purposes, 
both cards contain the present maximum 
and minimum stock requirement figures, 
material description, location, etc.) 


The second card is a complete purchase 
history record, and can replace the pur- 
chase history record, maintained by the 
purchasing department. Date and quantity 
are the only postings necessary on the 
automatic requisition, thus saving time of 
requisition writing and eliminating trat- 
scription errors in writing specifications. 
This second card gives management a 
complete accurate review of requisitions 
for approval without the necessity of re- 
ferring to the In-Out Balance Records. 


When an approved requisition is re- 
ceived in Purchasing, the buyer uses the 


(Circle 547 for more information) 


purchase history data on this form to 
place an order. He notes order on the 
requisition which is returned to the 
VISIrecord Inventory Control file. In 
many cases this requisition is used as a 
Purchase order work sheet for a central 
purchase order typing pool. 


Requisition control is accomplishd by a 
round hole in the master card, coor- 
dinated with a color spot on the requisi- 
tion copy. When the requisition is filed 
behind the stock record, the color sput 
appears. When it is out of file and routed 
to purchasing, this fact is signalled to the 
operator by the missing color block. 


Another great advantage of V/SIrecord 
is that it concentrates records around 
a single operator and needs little floor 
space. Every record is within easy reach. 
Posting is done at desk-top ievel, and both 
material and work area are arranged so 
that work never has to be moved between 
posting operations. No time is lost by 
unnecessary operator movement; errors 
through fatigue are reduced. Additionai 
record sets can be added and housed with 
complete control, as needed. 


For further information on Stock Con- 
trol, and for a free survey of existing 
operations with no obligation, write to 
VISIrecord, Inc., Dept. M, Copiague, 
Long Island, N. Y., or in Canada, 
VISIrecord of Canada, Ltd., 266 King 
Street, West Toronto 1, Ontario. 





thought starters 


Thought Starters come from our read- 
ers, for the most part. Each one deals 
with a “practical solution to a management 
problem.” The Editor invites contribu 
tions—which are paid for at our normal 


space rates. 
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SJ PERSONNEL \ eng @D tation 


Convention displays used to 
educate and "'sell'’ employees 
K. A. Rouse, Vice President 

Personnel and Public Relations 


A. B. Dick Company 
Chicago, Illinois 








It is hardly necessary to point out 
that employees will profit—and so will 
the company—if they are made aware 
of how their efforts fit into the whole 
production picture. 

Employees, of course, are told about 
their products, both orally and in 
writing. However, we recently used 
what we believe to be a highly effective 
and successful approach to the prob- 
lem: a complete product exhibit and 
demonstration, held in the plant dur- 
ing regular working hours. 

Our rapid expansion program dur- 
ing the last several years has added 
many products to our line. Many of 
our older employees, and certainly the 
newer ones, were unfamiliar with these 


products. 





We felt that a comprehensive exhibit 
of ow products would not only fami- 
liarize all employees with our full line, 
but would enable them to see the to- 
tal results of their combined efforts. 
The display attempted to point up em 
ployees’ contributions to our valued 
reputation. 


methods 





— eee 








— 





The exhibit, originally built for the 
National Office Management Associa- 
tion convention held in the latter part 
of May in Boston, was shipped back 
to the plant. The idea was immediately 
advanced: “Why not put it up in the 
plant for the benefit of employees?” ‘To 
have it accessible from all areas of the 
plant, room was made on the main 
aisle of the manufacturing building, 
just off the Assembly Department. 

Our 1,600 employees on all three 
shifts were invited by special bulletin 
to attend the exhibit. Many of them 
stopped by on their way to and from 
the cafeteria. 










Demonstrations of the company’s 






many products were given by experi- This Management Study by _ 
Diebold, with cooperation — 
of several large corpora- 
tions, is an EXCLUSIVE 
analysis of record retention 
costs, using both storage files 
and microfilm. Only Diebold 
could make such a penetrating 
study — for only Diebold offers 
both Steel Storage files (Safe-T-Stak) 


and microfilm equipment (Flofilm). 


enced sales personnel. Enlarged photo- 
graphs of various manufacturing de- 
partments called attention to the fa- 
cilities for maintaining the high stand- 
ards used in making these quality 
products. The service and performance 
of the company’s vast distributor or- 
ganization were also stressed. , 

. tion costs accu- 


rately? ix 


The show’s appeal, no doubt, was 
based on its accessibility, plus the ex- 
cellence of lighting, motion, color and 
live demonstrations. But we_ believe 
employees came primarily because they 
want to know about the company’s 
products. All they needed was an un- 
derstandable and interesting presenta- 


























tion. 1 
(ee : 
| 1h 8 @ ated s lm Send Me Diebold’s Management Study, 
J MAINTENANCE " ’ I () : “Storage Files or Microfilm’’-M Op/igarion 
Maintenance work order 
controls men, materials, costs NC C8 PO RR Tee ; Name 
No modern plant can operate ef- | fe io | Title 
ficiently without a proper maintenance , 
program, and control of that program. Company 
A new four-part work order form used Serving Banking and Business with Protection 
by Westvaco Chemical Division pro- and Office Systems Equipment for over 95 years | Street 
vides positive maintenance control and . 
supplies necessary information to all | City Zone State 
participating departments. (next pave, pleas | 
(Circle 555 for more information) 
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Here are metal office chairs with 
unbelievable resistance to wear— 


thanks to STURLON 


an extraordinary new finish 


You will be hearing a lot about this extraordi- 
nary new finish. As far as office chairs are 





concerned (Sturgis is the only maker of office 
chairs with the rights to use STURLON), it 
means that you may now buy steel chairs 
with unbelievable resistance to wear nor- 
mally resulting from scuffing and repeated 
bangings of chair against chair. 











STURLON is sprayed on and infra-red baked toa thickness 
about four times that of other finishes. Independent 

laboratory tests show STURLON has a resistance to abra- 
sion 10 to 20 times greater than that of other finishes. 
This means that the STURLON finish will 
endure and continue to protect 
the metal indefinitely. 


























jj 


Foon can' see o/ 


\ V the quality that's 
YY), engineered into 
Wy Sturgis chairs 


al 













And that isn’t all— 








STURLON is wonderfully warm 
and pleasant to your touch. 






STURLON is non-corrosive — 
is unaffected by moisture, salt air, 
humidity or temperature changes. 















® Sturgis STURLON- finished chairs, — 

both executive and stenographic, are Pp T 

now being shown by your Sturgis © $s as re | = 
dealer in three popular colors: & HAL RS 


metallic gray, green and walnut. 

THE STURGIS POSTURE CHAIR COMPANY ¢ STURGIS, MICHIGAN 
For complete information and the name of your nearest dealer, 

Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street, Chicago 11, Ilinois 

(Circle 544 for more information) 


24 








No maintenance work is done until 
a written request has been filed. The 
original is sent to the Maintenance 
Supervisor; one copy goes to the Area 
Maintenance Foreman, and then to 
Cost Control when the work is com- 
pleted; another copy is routed to the 
Supervisor of the Production Depart- 





CHARGE | WORK ORDER 
200 08 04rs no 7 C.aserresrien ‘ 
TO MAINTENANCE DEFT 
roowine 


5 
| ee 
sree‘ eeneome |weme oer | mec ser | so « | erreme |seemnmen| eee | ease PEmrome THe — 








DRIGINAL TO MAINTENANCE SUPERVISOR 
AREA MAINTENANCE FOREMAN COPY - TO COST CONTROL WHEN 


PRODUCTION OEPT SUPERVISOR COPY 











ORIGINATOR'S COPY 





ment; the last copy remains with the 
department originating the request. 

Proper assignment of men and ma- 
terial can then be made with cost con- 
trol and maintenance work control es- 
tablished in the process. 

This form is designed for use when 
each department originates its own 
work order. When one department is 
responsible for initiating all such or- 
ders, it is recommended that the form 
be adapted to continuous operation. 


lA 


J PERSONNEL West @eDaterton_ 


Organization and flow charts 
made simply and inexpensively 


pany Cheries J. Levi 
$ Rugby Knitting Mills, Inc. 


1°) 7-3 Buffalo 8, New York 








In arranging organization or flow 
charts, there is quite a bit of rough 
charting and maneuvering to be done. 
In order to simplify and expedite the 
placing of 
jobs and 





FUNCTION | 





persons, we 
use a simple 
rubber 
stamp, con- 








TP ENSON } 











sisting of 





two adjacent boxed sections headed 
“FUNCTION” and “PERSON,” 

Small pieces of cardboard are 
stamped, and an organization table 
built up with the individual functions. 
This produces a “working” layout that 
can be turned over to a draftsman for 
making the master chart. 


methods 








informative pages on 


LAMSON 


AIRTUBE 
SYSTEMS 


-..gives you profitable ideas for 
using pneumatic tube systems, both 
conventional and automatic — in- 
cluding dimensional drawings, 
architects’ data, typical installations, 
case histories and lots more — all in 
two handy catalogs. 

We have copies for you... just clip 
this coupon to your signed letter- 
head and mail. 


= @ 8803 


@RRE Ee 2 = ® 
LAMSON CORPORATION 
709 Lamson Street, Syracuse 1, N. Y. « 
Gentlemen: 


4 Without any obligation on my part, please 
send me my copies of the Lamson Airtube 

Catalog and the Lamson Automatic Switch 
é System Bulletin. 


Name Title 


a Pp y. ieee ait g 
5 Address € 


City eS ee ee 
Qug= mae eee a 
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September 1953 




















lA 


J oprice eae Daten 


Handling heavy work loads 
when you are understaffed 


Faced with the problem of main- 
taining work loads in spite of the dif- 
ficulty of recruiting additional em- 
ployees or replacements, a large Fed- 
eral agency decided upon a survey of 
the personnel of all its bureaus. Special 
emphasis was placed on the critical 
stenographic and typing field. The 
survey was intended to insure that each 








position in the various sections was 
properly defined and classified, that 
each employee was properly placed, 
that the sections were not overmanned 
or undermanned, and that essential 
work was simplified wherever possible. 
A personnel analyst and a methods 
analyst worked together to analyze the 
personnel and the work methods in 
each section. 

The survey team presented the pro- 
gram first to the division chief and his 
key supervisors, then to the head of 
the section, and finally to the em- 
ployees. From the section head, the 
team obtained an organization chart 
for the section, a complete roster of 
employees, an office lay-out chart, 
copies of all incoming and outgoing 
forms and correspondence, and produc- 
tion records. 

In order to review job classification 
and personnel placement, the survey 
team asked each employee to prepare a 
job description and a personal quali- 
fications statement showing his educa- 
tion, experience, and_ special skills. 
Each employee was also asked to com- 
plete a questionnaire, giving his com- 
ments on the adequacy of his place- 
ment, classification, work load, work 
methods, and working conditions. On 
occasion, the survey team interviewed 
individual employees to verify and sup- 
plement these statements, 

The survey team studied the volume 
of work done in the section, securing 
the necessary data from existing rec- 
ords or by counts. A study was also 
made of how much the average em- 
ployee produced. The team then de- 
termined the total personnel required 
for an operation by dividing the work 
volume by the average employee out- 
put. (next page, please) 











“...I’m the whole Payroll Department. 
“But I'm not complaining. I never had it so good. 


“When the Boss installed a Todd Form-Master, 
it was the turning point for yours truly. No 
more late nights at the office slaving over pay- 
roll. Best of all—no more of that useless copying 


of payroll records.” 


With the new Todd Form-Master, your payroll 
clerk can save hours of time, make the required 
three sets of records at once, cut payroll prepara- 
tion costs 60 % or more. To get a// the facts mail 


the coupon below. 








THE TODD COMPANY, Inc., | 
Dept. MM, Rochester 3, N. Y. 
Please send me full information about the Todd | 
time-saving, money-saving Payroll Systems. | 
Firm | 
COMPANY, INC. ea | 
& ~ ¢ g a ti | 
Zone Strate 
ROCHESTER NEW YORK City Zone a 
SALES OFFICES IN PRINCIPAL CITIES 5 
y = 
DISTRIBUTORS THROUGHOUT THE WORLD MM.-9-53 j 


(Circle 545 for more information) 
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©] g DA r oO oO eet % TRADEMARK 


keep more people happy—in 30% less space! 


Ask for FREE bulletin 5010 
a with space saving ideas you 


can put to work now. desk 
partitions 
If you have space prob- ‘i 
lems, tell us. Chances are fi l e 
KORDArooms can solve them. book case 
4 RDA INDUSTRIES KORDAroom DIVISION all ta oue!l 


20 WEST 46 STREET, NEW YORK 36 © LUxemburg 2-1078 


(Circle 526 for more information) 
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x Money, honey! 


Mighty sweet savings, some firms find... 
in this Pitney-Bowes Mailing Scale! A tired 
old scale can lose a lot of postage if it 
















overweighs ...and a lot of good will if it 
underweighs! ... The precision S-103 with its 
automatic pendulum mechanism is extremely 
accurate, fast-acting. Its wide-spaced markings 
for easy reading, and its hairline indicator that 
never wavers—save mailing time and postage 
. Also special models for parcel post. Ask 
the nearest Pitney-Bowes office to show you, 
or send for free illustrated booklet. 
FREE: Handy wall chart of Postal Rates 
with parcel post map and zone finder. 


& PITNEY-BOWES 
®) Pp) Mailing Seles | 


PITNEY-BOWES, INC. 
‘> 4583 Pacific St. , Stamford, Conn. 


Originators of the postage meter 
.. Offices in 93 cities 


(Circle 538 for more infermation) 





In its survey of work methods, the 
team looked for opportunities to elim- 
inate steps, simplify procedures, and fa- 
cilitate operations. 

At the conclusion of the survey, the 
team made a final analysis and _pre- 
pared an informal report of findings 
and recommendations on— 
1. Persons who should be assigned 
more suitable duties. 


2. Positions which should be reclassi- 
fied. 
3. Methods of measuring work load. 


4. Personnel required to carry the 
work load. 

Work methods which could be sim- 

plified. 

These recommendations in a_pre- 
liminary form were discussed with 
supervisors; and following this, final 
recommendations were submitted to 
the section supervisor. The team then 
gave the supervisors immediate as- 
sistance in putting the approved rec- 
ommendations into effect. 

This analysis of personnel utilization 
has resulted in savings in stenographic 
and typing personnel. For example, 
in one large bureau with 115 filled 
stenographic and typing positions, the 
survey resulted in 36 reassignments and 
the elimination of 7 positions. More- 
over, of 57 unfilled positions, 30 were 
eliminated. In a small bureau with 
31 filled stenographic and typing posi- 
tions, there were 3 reassignments and 
5 positions eliminated. Of the 5 vacant 
positions in this bureau, 2 were elim- 
inated. 

Although in this particular case 
much of the analysis was accomplished 
by a survey team which made an in- 
dependent study, the principles in- 
volved can be applied by any super- 
visor who faces a similar problem. 
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Novel plan for pre-selling 
a prospective market 

Making company products available 
on loan, in the hope of gaining pub- 
licity, is generally a questionable prac- 
tice. Often it costs more in time, de- 
tail work, and effort to recover the 
item than .the publicity is worth. But 
one company is using this means to 


take advantage of an unusual situation 
in its field. 

A whole new market for broadcast- 
ing and receiving equipment will open 
up one day in those areas where tele- 
vision reception is not yet an accom- 
plished fact. To promote its equipment 
in these non-T V areas, the Allen B. 
DuMont Labs, Inc., 


ing “closed-circuit” 


has been arrang- 
demonstrations at 
conventions, county fairs and similar 
events. 

Closed-circuit ‘TV, 
wire instead of broadcasts, can be 


transmitted by 


demonstrated practically anywhere. It 
requires manpower, Camera equipment, 
and receivers. In Du Mont demonstra- 
tions, the company supplies technicians 
and equipment; receivers are supplied 
by dealers and distributors in nearby 
areas. 

Frequently the demonstration is held 
in a tent erected at the fair ground. 
Visitors are invited to “see yourself on 
TV.” People step up to the camera, 
and simultaneously watch the picture 
on a receiver. Many spectators have 
never before seen TV. Results have 
been impressive: over 35,000 witnessed 
a demonstration in Cedar Rapids, 59,- 
000 in Peoria, and 130,000 during a 
week in Waterloo, Iowa. 

In all, three purposes are served by 
the promotions. Consumer interest in 
TV is promoted in non-TV = areas, 
DuMont equipment (transmitting as 
well as receiving) is introduced to po- 
tential customers, and local dealers 
display their merchandise long before 
competition appears on the scene. 
DuMont will continue the demonstra- 
tions as long as there are areas without 
television service. This is expected to 
be at least five more years. 





want more 
information 


about keyed editorial and 


advertising material in this issue? 


Circle the key number, or key 
numbers, on the Reader Serv- 
ice Card and fill in your name, 
address, etc. Postage is paid. 











methods 





Vs 


It's Easier To Pay 


Every Two Weeks 


CHANGE FROM 


‘“'TWICE-A-MONTH" 


SIMPLIFIES FIGUREWORK 


by James L. Winans 


CE Oe the past twenty years, Walter 
Kidde & Company, Inc., world’s largest manufactur- 
ers of carbon dioxide fire fighting equipment, paid its 
salaried employees on a semi-monthly basis. Recently, 
management at the company’s main plant at Belle- 
ville, New Jersey, decided to pay the approximately 
This re- 
vision came after a complete study had been made of 
the problem. 


800 office personnel on a bi-weekly basis. 


A survey among the employees was undertaken to 
get their individual reactions and they indicated they 
were overwhelmingly in favor of the change. Although 
it presented some minor problems to management— 
two additional payrolls a year as well as a_ payroll 
problem for accounting purposes—the Company feels 
it has been well received and appreciated by the em- 
plovees. 

The Company listed the problems facing employ- 
ees and management if the payroll were to continue 
on a semi-monthly basis, and then considered the ad- 
vantages of a bi-weekly method of paying. 
their findings: 


Here are 


1. Wages of employees hired at a weekly rate were 
converted into a semi-monthly rate by multiplying 
the weekly rate by 52.14, then dividing by 24 to arrive 
at the semi-monthly rate. This change-over proved 
confusing to employees and necessitated lengthy ex- 


planations. By 


paying bi-weekly, to determine the 


gross amount of his pay, the employee has only to 
double his weekly wage. Also, each pay period con- 
tains the same number of days—ten. 

2. ‘The semi-monthly plan was further inconvenient 
for the employee because the pay period frequently 
included three weekends, which created budget prob- 
lems. Now, the employee receives a check on Friday 
When Friday falls on a holiday, 
then he’ll receive it on 


of every other week. 
Thursday. This plan helps 
him to budget his money more efficiently over a spe- 
cific time period. 
3. The Company has some overtime. On a semi- 
monthly basis, it included three weeks of overtime in 
one pay check about four times a year, as against the 
usual two weeks. Each employee was required to pre- 
pare and submit a weekly time sheet. 

Under the bi-weekly pay basis, the Company pre- 
pares a bi-weekly time sheet, using a tabulating card 
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form that reproduces the employee’s number, 
and department number. 


name 
This is distributed with 
the pay check to cover the succeeding two-week period. 
Each pay check now takes into consideration a two- 
week overtime period. 

This procedure eliminates many hours of manual 
sorting since tabulating cards can be sorted mechan- 
ically. Time is also saved by combining two weeks’ 
time sheets into one. The employee’s check con- 
sistently includes two weeks of overtime, thereby elim- 
inating any questions regarding the number of 
weeks covered. 

4. Bi-weekly time cards place on one document the 
complete record of an employee’s hours worked, over- 
time hours, time lost and reason for same. Only one 
document has to be referred to should any complaints 
arise. 

5. Previously, whenever the subject of time lost came 
up, it was necessary for the Company to deduct vary- 
ing amounts from the semi-monthly check. This de- 
pended on the number of working days in the pay 
period, for example, 1/11 or 1/12 of the time worked. 
Under the bi-weekly plan, 1/10 is used for each day of 
time lost. 

6. Management, under bi-weekly pay periods, has 
advan- 


tageously in both the payroll and tabulating sections. 


been able to schedule the work load more 
All payroll work is prepared on punched card equip- 
ment. ‘This includes the actual preparation of the 
pay checks earnings records, accounting distribution 
and various deductions reports. In the tabulating 
section, two additional payroll setups per month were 
originally necessary. Now, pay checks for hourly and 
salaried employees are run on the same day, elim- 
inating additional setup time and adding very little to 
the work load. 
7. Insurance, annuity, credit 
check deductions 
difficulty. 

The first week after the bi-weekly pay plan was 
tried out, a second preference survey was taken among 
that 
75.6% favored bi-weekly pay, 8.5% wished to retain 


union and other pay 
can be adjusted with very little 


the salaried employees. The results showed 


the semi-monthly pay, 13.5% didn’t care one way or 
the other, and 2.4% expressed a desire for weekly pay 
checks. m/m 





NEW! 


The 
“9000” LINE 


ACCOPRESS PIN PRONG 
BINDERS 


bookkeeping records, ete. 


with narrow 1%” 


board covered with blue 
cloth. Sizes and styles to 





Now! Available at your stationer’s, another ACCO First! 
A specially designed binder to house, protect and pre- 
serve your marginally punched forms—sales slips, orders, 


These binders are equipped 


with a specially designed “ACCO Pin Prong Fastener” 
prongs which easily accommodate the 
small holes of all pre-punched sheets. 
made of genuine pressboard and is available in any of 
ACCO’s five famous colors, as well as of heavy binder 


The “9000” Line is 


canvas or black pebble grain 
meet all your needs. Ask your 


stationer or write direct to: 


ACCO PRODUCTS, INC. 
Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 
(Cirele 557 for 


more informaticn) 











PRESENTATIONS 








for OFFICE or HOME 


skbincing fic WN COLORFUL PASTS. 


for LESS THAN 1 CENT 


TAUBER PLASTICS, Inc. 


200-8 Hudson St. © Hew York 13, W. ¥. © WOrth 4-5621 











(Circle 553 for more information) 
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How to do 
a dumb job 


the smartest way 






When they folded everything by 
hand, Suzy had to take a lot of time 
out from her regular office work to 
do the job. 

Three or four times a month there 
were thousands of sales letters, bulle- 
tins and announcements to take care 
of and Suzy could do only about six 
hundred per hour. Then someone 
told her boss about the Pitney-Bowes 
folding machine. When he found out 
how much time, trouble and expense 
it could save, Suzy’s hand-folding 
chores were gone, forever. 


Hanp-Focpinc is a dull, dreary, 
time-consuming chore...a dumb job, 
to put it bluntly. No job for a self- 
respecting human, but a push-over 
for the Pitney-Bowes FH Model. 
Every office, even the smallest, can 


PITNEY-BOWES 


Folding Machines: 


* ley» 


2 


Move indicator knobs to widths 
wanted... And it’s ready to go! 


profitably use one. With semi-auto- 
matic feed and electrically driven, 
it is fast, accurate and easy to 
operate; can make two folds at a 
time; can double-fold up to 5,000 
sheets an hour; makes eight different 
folds in sheets from 3 x 3 up to 82 
x 14 inches, and of many different 
paper weights. Folds sheets stapled 
together, too. 

In only a few seconds, by simply 
moving two knobs to adjust for the 
folds you want, the FH can be set 
for any job. 

It is not much larger than a 
standard typewriter, and it costs less! 
A great little worker, it quickly pays 
for itself. Ask the nearest PB 
office to show you—or send + ¥ 
the coupon. "i 





Fully automatic model 
FM folds up to 19,000 
sheets per hour. 


ree ee ee es i i i i 


PITNEY-BoweEs, INC. 
4511 Pacific St., Stamford, Conn. 
, Send free booklet on Folding Machine: 





1 Name 





Made by Pitney-Bowes, Inc... . originators 
of the postage meter ...93 branch offices, 
with service in 199 cities in U.S. and Canada. t 


t Firm 





I Address 





(Circle 539 for more information) 








Navy uses microfilm system 


to report ships inventory 


| te | Nav 


ranks as big business, even when com- 


certainly 


pared to the biggest of our private 
corporations. Many a commercial en- 
terprise can adapt an idea that the 
Navy has found useful in one of thei 
many control and supply problems, in 
regard to procurement and inventory. 

One of the Navy’s more complex 
methods problems is being solved by 
micro-photography. In order to revise 
material allowances for the thousands 
of active ships, it was necessary to make 
a study of stock item and issue date, 
from visible file equipment located on 
over 100 selected ships. These data 
were to be used as a basis for addition 
and deletion of stock items and for re- 
vision of quantities carried for ninety- 
day use. 

The problem was complicated by the 
fact that most of the ships whose data 
were to be used in the study were avail- 
able at one major west coast and one 
major east coast port for periods of 





only three to ten days before the dead- 
line set for the accumulation of the 
data. The remaining few ships were 
available for longer periods at scattered 
minor ports. It was imperative that 
normal work of the ships’ crews be in- 
terrupted as little as possible. 

Conventional systems involving hand 
transcription, mark-sensing of punched 
cards, or physically removing the rec- 
ords from the ships for centralized 
transcription ashore were disc arded be- 
cause of potential copy errors, excessive 
interruption to work of the ship’s crew, 
impractical Operation or cost. 

The system used involved stationing 
portable microfilm cameras at the two 
major ports and manning them on an 
‘as needed” basis with local personnel 
easily and quickly trained in microfilm 
camera operation. The few remaining 
vessels in scattered ports were “‘serv- 
iced” by a traveling photographer with 
a portable microfilm camera. Since the 
ships at the scattered ports were avail- 
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Here is a portable microfilm unit in use on an aircraft carrier 
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Stock records being checked preparatory to 
microfilming 


able for fairly long periods of time, it 
was possible to minimize travel and 
costs by scheduling trips at times when 
two or more of these vessels were 
available at the same or nearby ports. 

Actual operations were carried on in 
the ship’s Supply Office. The visible 
card trays were removed from the file, 
placed under the camera, and the in- 
dividual cards microfilmed. The issue 
data on the microfilmed cards were con- 
solidated to a paper record at the sup- 
ply control point, and then, revisions 
were made after an analysis of the 
records. 

The microfilm system provided such 
advantages as photographic accuracy 
of the copy, minimum interruption to 
normal ship work load, and short com- 
pletion time. Maximum time allotted 
to gather data and complete the study 
was eight months; actual time used, six 
months. 

Cost-wise, the microfilm system com 
pared favorably with conventional sys- 
tems. It was possible to microfilm 
1000 cards per hour compared to a 
satisfactory manual copying rate of 20 
per hour, a gratifying reduction in 
labor costs. <A final cost of one cent 
per exposure provided an “average 
cost per ship” of $50, a substantial sav- 
ing on the estimated cost of $400 per 
ship for a conventional transcribing 
system. 

Savings were realized in shipping 
costs also. Microfilm of 8,000 cards 
weighs only 414 pounds; paper copies 
would weigh 50 pounds and cost 6 to 
12 times as much to ship. m/m 
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Office managers, those hard-headed budget helps their secretaries to faster transcription. 
watchdogs whose business it is to buy the dic- But TIME-MASTER leadership goes farther than 
tating machines with the best economy story, quality performance. 


buy more Dictaphone TIME-MASTERS than all 
others combined. 


Time after time, the decisive factor in choos- 
ing a TIME-MASTER is the proven ability of the 
They tell us what we’ve been saying for years— machine to earn money for a company. 
TIME-MASTERS double the capacity of a man 


; The TIME-MASTER’s earnings for you over 
to get things done. 


your present setup can be accurately measured. 


The executives who use the TIME-MASTER will Let a Dictaphone representative give you a free 
tell you about its superior performance . . . the demonstration and estimate. 

way it actually helps them to think better... 

the way the FM clarity of the plastic Dictabelt SEND IN THE COUPON BELOW! 


The 25 biggest “Money Makers’ all use 
the DICTAPHONE TIME-MASTER 


To make money, you don’t have to be big, but you do 


2 have to be smart. There’s your answer in a nutshell, 
gentlemen: it’s simply smart business to use the 
ee Dictaphone TIME-MASTER. That’s why 1 out of 


every 2 dictating machines bought isa TIME-MASTER! 


* The 25 most profitable firms in America 
in 1952, as listed by The New York World- 


















Telegram and Sun, March 30, 1953. Z ——— a a os = 1 

l Dictaphone Corp., Dept. ME93 l 

- | 420 Lexington Ave., N. Y. 17, N. Y. H 

DI CTAPH O N E | I would like: (1) A free Dictabelt and descriptive folder. | 
| (|) A 'TIME-MASTER demonstration with no obligation. | 

CORPORATION | Name ; 

Greatest name in dictation | Company H 

l Street | 

CLIP THE COUPON NOW —}} City & Zone State 


Has coun came see cue ten ene amu centile iets aes eee ae een 


(Circle 514 for more information) 
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SEE FOR YOURSELF 


The new CHART-PAK method for VIS- 
UALLY thinking your way to the most 
efficient and economical use of costly 
office space. Two-dimensional Office Fur- 
niture Templates ready for quick 
application and quick revision. (Press 
them on! Peel them off!) 

Make a complete and professional lay- 
out of your office and plan the way to 
make every square inch work for you! 
$12.50 KiT—over 400 die cut desks, tables, 
files and other office equipment. 
CHART-PAK also provides complete ma- 
terial for organization and flow charts, 
statistical charts and plant layouts. Write 
now for descriptive literature. 





Write now Peteeeseseseeses4 
or ATTACH TO YOUR 
Descriptive LETTERHEAD 
Bulletin Please send me full informa- 


tion about the 
CHART-PAK Method for: 


| 
i 
a 
| 
[) Office Layouts r 
a 
' 
4 










(| Organization charts 
() Bar and Curve 

Line Charts 
© Pictographs 


CHART-PAK, INC. 


104-M Lincoln Ave., Stamford, Conn. 





(Cirele 551 for more information) 










wo USE 
LOOKING, 


CAN'T SEE MY 
PAYCHECA 
THROUGH THIS 











PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


dressing, also chances for Errors. 


Paycheck “Outlook”? Envelopes are abso- 
lutely opaque. Essential 
when wages are paid by 
check. Nothing shows but 
the employee’s name. This 
improves personnel rela- 
tions. 
Send for Samples 


and Prices Today 


(Circle 536 for more information) 
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Manufacturers rep 


sell your product ? 


by A. Paul Smith, Jr. 


Advertising Manager, Russell Manufacturing Company 








HERE'S HOW OUR COMPANY FOUND THE ANSWER AFTER YEARS OF TRIAL AND ERROR 


me Years ago our com- 
pany had hundreds of direct salesmen 
on its payroll; then, for a period, our 
selling was done by representatives. 
Today we have both. When it comes 
to the age-old debate of direct salesmen 
versus manufacturer’s reps, we are on 
both sides—and happily so. 

Some divisions in our company use 
only direct salesmen, others only reps, 
still others a combination of both; the 
determining factor is the type of prod- 
uct made by the division and the type 
of selling required for that product. 

While the specific examples to be 
cited below apply to particular di- 
visions of our company, the general 
sales requirements of these divisions 
might well be used as yardsticks by 
other companies in deciding which 
type of distribution is best for them. 


When to Use Direct Sales 


The division of our company which 
produces conveyor belts for large in- 


dustrial plants requires specialized or 


We have found that 
this type of selling is best handled by 
direct salesmen, 


custom selling. 


Our salesmen study 


the needs of the individual customer, 
then the belts are made and installed 
to fit these needs. Each installation of 
a conveyor belt system is a custom 
project, and obviously requires the 
special attention that only a direct sales 
force can give it. 

After years of study, plus much trial 
and error, we have found that under 
the following circumstances a direct 
selling force is preferable: 

1. When technical knowledge is re- 

quired in the sale of a product. 

2. When installation of product calls 

for special techniques or training. 

3. When the sale of the product 

must be followed-up by periodic 

servicing. 
4. When the number of customers 
is comparatively small and each of 
considerable size, in contrast to, say, 
15,000 small individual outlets for 
the product. 


When to Use a Rep 


Another division of our company 
makes venetian blind tape. This is an 
ingredient product. Thus, our 4,000 
customers are manufacturers. 


We have found that it is econom- 
ically unsound to send a force of men 
out to contact every manufacturer of 
venetian blinds in the country just to 
Yet, that is all we have 
to sell to these manufacturers, 


sell the tape. 


On the other hand, the manufactur- 
er’s rep who sells our tape also sells 
slats, hardware, and tassels for venetian 
blinds. His call upon a manufacturer 
results in a combination or multiple 
sale, far exceeding in value the sale of 
just the tape. Therefore, the rep can 
afford to have men travel up and down 
the country the year ’round. 
which 
favor the use of manufacturer’s reps 


Among the circumstances 
are the following: 
1. Where the number of customers 
(not consumers, of course) is large 
and their places of business are 
spread over wide areas. 
2. Where each sale is comparatively 
small and would not allow for ade- 
quate earnings for the salesman. 
3. Where the product can logically 
be sold along with a number of other 
allied products during one call on a 
customer. 


(nest page, please) 
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SAVE 20/ 


on sealing costs! 





“Dial” gummed tape electrically 


The new Marsh Dial-Taper is real news to users 
of gummed tape. Dispenses all kinds, in widths 
to 3”, electrically. Select your length on the 
telephone-type dial, dial it, and out it shoots 
moistened with warm water. Sticks instantly. 
Saves 1/5 on tape, often more in man-hours. 


For more information or a free 
demonstration mail us this ad with your 
name and business letterhead 


MARSH EZeclric 





Dial-Japer 


MARSH STENCIL MACHINE COMPANY 
36 MARSH BLDG. + BELLEVILLE, ILL. 


(Circle 529 tor more information) 
HAVE YOU HEARD ABOUT . . . HAVE YOU SEEN 


CONVOY “Chem-Board’* 


RIGID, PERMANENT, INEXPENSIVE 


record storage 


FILES 


Chem Board storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files. They're shipped 
assembled, ready for 
use. 
















*CHEM-BOARD is the 
product of Convoy’'s 
chemical impregnating 
process that makes 
corrugated board 
flint hard, rock strong. 


complete line 
of Tote Boxes, 
used by fam- 
ous names in 
all types of 
industry. 


WRITE FOR COMPLETE INFORMATION 


CONVOY, INC. 


(Circle 510 for more information) 
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4. Where the direct salesman does 
not have a complete line of related 
products to sell and the individual 
sale of one product would not pro- 
vide an adequate commission. 

5. Where the dollar volume of the 
orders written by the direct salesman 
does not justify the cost of travelling 
him through the territory. 


When to Combine the Two 


Our automotive division had several 
hundred salesmen years ago, and at 
that time we sold directly to the auto- 
motive equipment stores and outlets. 
When the company analyzed its distri- 
bution in this division, it found that it 
had a top-heavy sales force, an uneco- 
nomic sales operation, and unhappy 
salesmen who did not have a full line 
to sell and whose earnings were not 
very good, 

The change-over that followed 
brought a combination of direct sales- 
men and manufacturer's reps to the 
automotive division. Each had _ his 
special function with no overlap nor 
competition between the groups. 

The manufacturer's reps do the ac- 
tual selling of the products. ‘They call 
upon thousands of outlets and sell our 
products along with their other items. 
To the company, the addition of man- 
ufacturer’s reps in this division meant 
better and more economical sales cov- 
erage of the country. 

The direct salesmen call upon the 
large customers and prospects. Their 
selling is on a broader basis. They do 
not write specific orders, but sell the 
company, its name, its reputation and 
the quality of its products. In othe 
words, the direct salesmen service ac- 
counts and pave the way for the reps. 

The direct sales force also acts as 
public relations men for the company. 
They call on manufacturers who use 
ingredient products made by our com- 
pany and supply them with the latest 
information about new methods and 
techniques. ‘They also call on the dis- 
tributors and conduct sales training ses- 
sions with the reps to keep them up to 
date on the new products and their sell 
ing points. 

Thus, the direct salesmen are liaisons 
between the company and the distrib- 
uting organization, always working for 
a smooth, efficient, economical sales 


opel ation. (next page, please) 








this IDEA from Remington Rand... 
cuts figurework time in half 





Here’s how the printed tape of the 
Remington Rand Printing Calculator 
helps cut figurework time in half. 
The Remington Rand Printing 
Calculator figures, prints and proves 
simultaneously. The printed tape is 
always right up front, handy for sight 
check any time, positive proof of ac- 
curacy. There’s never any need for 
time-consuming reruns. Figurework 
that’s printed and proved as it’s cal- 
culated is time-saving figurework ... 
the proof of the figuring is in the 
printing. Speed and accuracy are fur- 
ther helped by the 10-key keyboard 
that permits touch operation. For 





speed and accuracy in multiplication, 
division, addition and subtraction 
there’s nothing to match the Reming- 
ton Rand Printing Calculator. 
Proved figurework by the Printing 
Calculator is only one profit-building 
idea that your Remington Rand rep- 
resentative can demonstrate in your 
office with your work and to your 
advantage. He has other ideas you 
may find profitable — ideas that use 
electronic methods, punched card 
systems, visual records. He is on call 
at your nearest Remington Rand 
Business Equipment Center. Make 
an appointment today to build profit. 


GOOD EXAMPLE OF ACCOUNT ANALYSIS 
The First National Bank of Fort Worth, Texas, saves 5 days a 
month by using the Remington Rand Printing Calculator in anal- 
ysis work .. . analyses that previously took until the 10th of the 
month are now finished by the 4th or 5th. Send for the folder, 
“10 Keys to Speedier Banking,” that tells this story. Call Rem- 
ington Rand or write to Room 1112, 315 Fourth Ave., N. Y. 10. 


Memington. Fkand. 


PROFIT-BUILDING IDEAS FOR BUSINESS 


(Circle 542 for more information) 
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Engineer Your Paperwork 
with BRUNING COPYFLEX 


SAVE TIME, AVOID ERRORS, CUT COSTS IN HANDLING... 


BILLING STATISTICS 
ACCOUNTING PRODUCTION CONTROL 
PURCHASING FINANCIAL REPORTS 


TAX RETURNS CUMULATIVE RECORDS 
BACK ORDERING INVENTORY CONTROL 
GENERAL OFFICE COPYING 





LOPYFLEN 

















Bruning 
COPYFLEX 
Model 14 


Copy any office form tn seconde 


This Desk-side Copyflex machine 
gives you an errorproof, black-on- 
white diazotype copy—in seconds— 
of any office form from a large ac- 
counting worksheet to an invoice or 
small memo. Itcopies anything typed, 
written, printed or drawn on ordinary 
translucent paper or with Bruning re- 
flex film on opaque paper. 

The cost averages less than 2¢ per 
sq. ft. for all expenses. No skilled 
operator is required; only a 5-minute 
explanation is needed. No exhaust 
ducts, stencils, messy inks, plumbing 
or darkrooms are necessary. 

Modernize...economize the Copy- 
flex way. Mail the coupon now. 


BRUNING 


Specialists in copying since 1897 





C.3.4 


TYPICAL BENEFITS FROM 
COPYFLEX ENGINEERED PAPERWORK 


*MAJOR RAILROAD: Copyflex saves 
$78,400 a year on one billing operation 


alone in just one office. 


*TOY DISTRIBUTOR: Now gets invoices out 
in time, thanks to Copyflex; is doing it 


with just half as many people. 


*INSURANCE COMPANY: Saves $100,000 
yearly in processing applications with 


Copyflex. 


*BANK: Since installing Copyflex, costs 
in the Pension Trust Department have 


dropped more than $10,000 a year. 


* Name on request 


[ cosliteeeiiceeelionnetionee’iene’iameitanetienedionetiomntimetiosdtionstientt | 














| CHARLES BRUNING COMPANY, INC. 

| De- M93 Teterboro, N. J. 
] Send me free booklet on COPYFLEX 14. 

[ [] Show me how I can use COPYFLEX in 

| my paperwork. 

| Name. ... Title... 

. NONI 7455 cdbesssnceioabbagntnbaonbsnuoubunbdduonatesesadoeess 

| SE OON....-.-occccecccesecenvecssscssnoconsncsonessoonesccscconcesessess 

| SG ideksnenenssxvorsssactaee Zone......State............. 


L a oe oe 


(Circle 506 for more information) 


32 


Offices in Principal Cities oo se af 





What's Wrong with Reps 


One of the most often heard criti- 
cisms of selling through reps is the ab- 
sence of direct contact between the cus- 
tomer and the manufacturer. ‘There is 
no denying that this is a sound criti- 
cism, for in our opinion there is no 
substitute for personal contact between 
customer and company. In divisions 
where we have both direct salesmen 
and reps, the former provide a con- 
siderable amount of personal contact. 
But where reps alone handle the sales 
of a division, direct contact is lost. It 
cannot be helped. However, close 
work with the reps can aid them in 
filling the gap to a satisfactory degree 
in many cases. Therefore, the company 
must make sure that the reps are kept 
up-to-the-minute on policies, plans, ad- 
veruising campaigns, merchandising 
changes and promotions. 

A number of companies who sell 
completely through reps have — suc- 
ceeded in “educating” and developing 
their representatives to such a degree 
that they practically double as direct 
salesmen. 

The absence of direct contact in 
some companies selling through reps is 
a source of complaint. But, it seems to 
me, the companies, more than the reps, 
are to blame. For in these cases, it is 
usually the companies that have failed 
to maintain a continuous flow of infor- 
mation about policies, plans, new prod- 
The lack 


of proper contact between the com- 


ucts and prices to the reps. 


pany and the reps, in these cases, is re- 
sponsible for the customers feeling that 
they have no direct line to the com- 
pany. 


Which is "Better" 


Comparing the rep and the direct 
salesman on the basis of ability seems 
to me to be foolish. 
and poor ones in both groups. General- 


There are good 


ities which favor either type of sales- 
man just add fire to a needless contro- 
versy. Man for man they measure the 
Again, the determining factor 
is the type of selling best suited to the 


same. 


product. 

Nor can one method of distribution 
be called cheaper than another. For 
example, it is true that reps pay their 
own traveling expenses, while the com- 


pany picks up the bills for the direct 
salesmen. But that is not the complete 
story. If the direct salesman can write 
larger orders, create satisfied, repeat 
customers, their traveling expenses be- 
come unimportant in the over-all sales 
At the same time, if the reps 
cannot realize the full sales potential 


picture. 


of the product, cannot create for the 
company a large and loyal list of cus- 
tomers, then the fact that they pay 
their own expenses becomes irrelevant. 

There are critics who say that direct 
salesmen have but one aim, specifically, 
to unseat the man in the home office 
and become an inside man or manager. 
These critics are making generalities 
out of isolated cases. It is true that 
some direct salesmen keep their eyes 
peeled on an inside job from the day 
they are hired. But it is far truer that 
direct salesmen like the work they are 
doing, the money they are earning, and 
are perfectly content to stay on the 
road, provided, of course, their terri- 
tory is a good one. 

There are any number of companies 
who can point to direct salesmen who 
have traveled for them for years, and 
some who have even rejected offers of 
inside jobs. 


“Hot Items" vs. Complete Line 


However, the critics of the reps are 
no nearer the facts. Many have scored 
the independence of reps, claiming that 
a rep will frequently refuse to carry 
the company’s complete line of prod- 
ucts, picking only the “hot items’ o1 
the ones they think are easiest to sell. 
Here again, a few examples have been 
blown up far out of proportion to the 
actual facts. 

Reps are 
know that they cannot pick and choose 
items from a company’s line any more 


businessmen, and_ they 


than a direct salesman can. They 
know, too, that once they open the 
door for other reps, their own position 
with the company becomes shaky. The 
reps who turn down items in a line 
they carry are few and far between. 

When all is said and done, the meth- 
od of distribution must still be deter- 
mined by (a) the type of product, (b) 
the territorial coverage needed, (c) the 
number of customers and_ prospects, 
and (d) the type of selling, installation 
and servicing required. m/m 


methods 











Editor's Note: Job Evaluation for the 
Sonotone office force is currently in proc- 
ess. Top management has also indicated 
a willingness to extend this concept even 
further. Under consideration are steps to 
extend evaluation to lower and middle 
management levels. Management 
METHODS will report on this company's 
progress at a future date, when all the 
facts are in. 


mum At =Sonotone, “Job 
Evaluation” means defining each job 
according to work performed, and es- 
tablishing a balanced wage structure 
with equitable pay differentials and 
fair compensation for employees. 





The technique is not new to man- 
agement, nor to Sonotone. As a man- 
agement tool, job evaluation was in 
wide use during the late 1920’s and re- 
ceived even greater stimulus during 
World War II. Sonotone instituted its 
first system of Job Evaluation for 
hourly employees about nine years ago. 


Start with a Clear Policy 

Our original program served us well 
However, with the 
time, and as_ across-the- 
board wage increases were granted, 
grievance sessions over wage problems 
Finally, both the 
union and management agreed to re- 
survey the entire matter of rates. 

Before a new program was started, 


for many years. 
passage of 


grew more frequent. 


an agreement between the company 


How Sonotone set up a 


JOB EVALUATION Program 


agreement outlined basic policy, and 
the regulations which were to govern 
the new system. Without such rules 
and regulations, disagreements could 
arise to destroy the effectiveness of the 
final system. 


Write Job Descriptions Carefully 

The company scrapped the old eval- 
uation system and the new one began 
with a description and study of every 
job. 

Whether a proposed plan is to cover 
salaried workers in the office or hourly 
workers in the shop, accurate job de- 
scriptions are the starting point. They 
state the duties of each position, scope 
and nature of responsibilities, and the 
value of the job in the over-all labor 
effort. 


Choose Your Plan 

Once the job descriptions have been 
written, it is necessary to choose an 
which best meets 


evaluation system 


your needs. Any of the following gen- 


eral categories, or a combination of 


1. RANKING—Under this method, 
each job is listed in order of its im- 
portance and value to the firm. It 
may be termed a “job-to-job” compar- 
ison system. 

2. CLASSIFICATION—Labor = grades 
or wage classes are established. Then, 
within each classification, various jobs 
are ranked 
portance, 
3. POINT SYSTEM—Usually a num- 
ber of factors are determined which are 
common to all the jobs being rated 
(strength, experience, leadership, etc.). 
Point values are assigned to each fac- 
tor, according to the degree of im- 
portance as determined by manage- 
ment. Final pay rates depend on the 
total of points each job accrues. 

t. FACTOR COMPARISON — Key 
jobs, which are usually easy to evalu- 
ate, are given a pay rate. A small 
number of factors are selected and 
given point values. All other jobs are 
ranked according to their relationship 





according to their im- 


to the key jobs or “bench marks.” 


by Gunther Slaton 
Salary & Wage Admr., The Sonotone Corp. 


evaluation plan will be as effective as 
its administration and the care with 
which it is instituted. For example, if 
the original job descriptions are not 
complete and accurate, all comparisons 
of factors and points will be off, and 
the plan will be doomed to failure. 
The Office Force is Special 

At Sonotone, we decided upon a 
modified “factor comparison” system. 
Originally, we felt this system offered 
the greatest advantages for a company 
our size. ‘Too, when the plan was ex- 
tended to the office, we felt selecting 
“key jobs” was the best method of eval- 
uating clerical personnel. By this 
time, the success we had with the same 
method in the shop also influenced our 
choice. 

When evaluating office personnel, 
certain “factors” which were important 
in the shop, disappeared. Such things 
as physical effort and hazards of the job 
were no longer significant. On the 
other hand, items like responsibility 
and handles confidential information 











and the union was drawn up. This them, is open: Remember, in the final analysis, the were added. (asst dant, dleeied 
EXTRACTS FROM SONOTONE'S WAGE SURVEY 
Incentive No. of 
Wage Rates (Base) Earning in Employees Weighted 
Dollars or | Performing | Average 
Code # tab Tite Min. Max. Yo Bonus Job Base Rate 
Company participating | | Cage Assembly TITLE: Cage Assembly—Subminiature Type 
Date .. ea eee 2 | teen CODE: No. | 
1. Are Wage Rates based upon Job Evalua- 3 T-3 First Position Mounting GENERAL DESCRIPTION: Assemble com- 
tian? penta ian 4 Exhaust—Subminiature ponent parts to form cage assembly of 
: ‘ 7 5 Sealing subminiature type vacuum tube. 
2. Do you have an incentive system? .... 6 i a Aucbiiila. canna, Gaammmaal bie te 
3. Does your Wage Payment Plan provide 7 | Stem Machine Operator— form cage assembly for subminiature type 
for automatic increases? . First Position tube. Position parts on bench holding jig 
If so, at what intervals? 8 Stem Machine Qparater— in proper sequence. 
Second Position 
4. Are you Unionized? 7 Parts Supply Operator TITLE: Inserting—Hearing Aid 
5. Does your Incentive Stipulation provide 10 | Bulbing CODE: No. 2 
for average earning? .. I Welding Filament Spring Support to Beam GENERAL DESCRIPTION: Assemble and 
If so, indicate when average earnings are Plate Clamp weld getter, filament and stem to cage 
paid, rather than base rate. 12, | Aging Operator assembly of hearing aid tube using bench 
13, | Weld Cathode Stitch to Cathode type spot welder. Position getter, filament 
14 | Bridge Operator and stem on cage assembly and weld in place. 
15 | Welding Cathode Tab to Cathode, Hand 
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Less Operating Cost 


Per Filing Inch of Records! 
SAVE with ROL-DEX* by Watson 


established |887 





ROL-DEX installation in the office of the Auditecr of 
Disbursements, Illinois Central Railroad, Chicago, Iil. 


Production per worker increases 25 to 55°% with ROL-DEX 


by Watson, the modern machine-filing method of housing 


records. Records glide quietly to the seated operator. 


ROL-DEX is custom built for both small and large quanti- 


ties of records — pays for itself in direct savings to you! 


Inquire now. 


NO WALKING 


See ROL-DEX at the 
LOMA Convention 
Cincinnati, Sept. 21-23 
and the National 
Stationers Convention 


Chicago, Sept. 26-30 


*Pat. and Pats. Pending 








NO STOOPING 
,’ NO SQUATTING 






: WATSON MANUFACTURING CO., Inc. 
Rol-Dex Division, Dept. M-8 
Jamestown, New York 





Please send me information about ROL-DEX rolling units. 


Ue ae ar ee eS 
ME Ge 405 dict eowcaneaegeses enka Title 
SITS 51a c6,0' 9-4 a19'o + 0.4.6 ok pin 419 bi 0 4's Zone 
pe AMID Iain ara ra’aip sidan pia’ data aloes wea'e'a%s State 


and courthouse, bank and hospital equipment. 
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(Circle 549 for more information) 








WAGE RELATIONSHIP 
JOB EVALUATION PTS. 





2. VS: 
RATE IN DOLLARS 
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Some job factors which are important 
in office evaluation are: monetary re- 
sponsibility, special mental skills, initi- 
ative, responsibility for public relations, 
analytical ability, training of subordi- 
nates and responsibility for supervision. 

Our “bench marks” or key jobs 
served as guides, and other jobs were 
The 


selected jobs were plotted on graph pa- 


systematically related to them. 


per—point values of the jobs against 
the salaries to be paid—and a “wage 
curve” drawn. 


Shaping the "Wage Curves" 


, 


Although the term “wage curve’ 
may sound frightening, and smack of 
Slide-rule management, it is this curve 
which determines just how much each 
job is worth. 

Remember, the form of the curve 
and the dollar values on it are deter- 
mined by management. Once the over- 
all curve is established, the relating of 
one job to another becomes a matter of 
relating points to money. 

This is where the union enters the 
picture. 
factors, descriptions—should be kept 


The entire system — points, 


out of negotiations! If a firm. bar- 


gains on individual job rates, the 
evaluation system breaks down into in- 
sessions which 


The only fac- 


dividual bargaining 


must create inequities. 


tor which is a basis for negotiation and 
bargaining is a change in the job. 

To arrive at fair and equitable 
rates, Sonotone attempted to determine 
the going rates in the community, and 
at competing companies. This is a 
realistic approach since a single com- 
pany cannot isolate itself economically. 
By making such a survey, whether 
it be through an area, community or 
industry, a true relationship of going 
rates can be obtained. 

Invariably, a number of wage rates 
turned up which were higher or lower 
than they should be on the wage curve. 
Our policy in these cases was to pro- 
tect the incumbent job-holder. Lower 
rates were raised to the level indicated 
by the curve, higher rates continued in 
force until the employee could be re- 
trained to earn an equivalent rate, In 
normal attrition re- 


some instances, 


moved the problem. 


Watch Your Costs 

Whenever a new job evaluation pro- 
gram is to be installed, a primary con 
sideration is: what is it going to cost? 
Without knowing probable cost, man- 
agement simply cannot set the policy 
which will determine job relationships 
and the wage curve. To reiterate: the 
basic wage curve can only be based on 
what management deems is a worth 


methods 











Job Title Code No. 


Grid Mach. Oper. 
Forming & Cutting Grids 
Grid Mech. 

Firing Moving Belt 

Grid Trimming 

Wire Spooling 


DEPARTMENTAL POINT DATA SHEET 
DATE BUILDING: South 


Total Points | Present Rate | New Rate 


DEPARTMENT: 99 


Incumbent Rate 











DATE: 


Column | iT th 


Glass Inspection 


Raw Material Ins. 
Cathode Classifier 





JOB EVALUATION PAYROLL IMPACT 


DEPT: INCOMING INSPECTION—MAIN BLDG. 


NO. OF PRESENT | PROPOSED | PRESENT PROPOSED | PROPOSED COST & 
JOB TITLE PEOPLE RATE RATE 


IV 


SUMMARY: Total of Vil—Total V = Total Increase Cost/Hr. 


COST/HR. | COST/HR. | INCUMBENT RATE/HR. 


V vi vil 











while amount to invest for job evalu- 
ation. This is usually part of the 
initial policy decision, made at the 
very outset. The data sheets above are 
used at Sonotone to arrive at an over- 
all anticipated cost for the shop em- 
ployee plan. 


Here's What You Can Accomplish 
Any successful management tries to 

base most of its actions on facts. Job 

evaluation can provide important facts 


to aid management in making de- 
cisions. It can help trim away dead- 
wood, uncover  over-staffed depart- 
ments, show up inequities of all kinds. 
One large international oil company 
uses its job evaluation program to: 
1. Secure a complete, accurate and im- 
personal description of the work done 
by each employee. This is the basis 
for all further consideration. 
2. Determine the relative value of vari- 
ous positions in one department, and 





SONOTONE CORPORATION 


HOURLY EMPLOYEE CHANGE NOTICE FORM 


N? 10100 











« NO OSPT NO PLANT OATS PREP OATE FF 





whom e te 
EMPLOYEE REMAINS IN 
DEPT, TRANSPERRED 
TO ANOTHER JOB hid oe Tae 


coos L 
| Puy. MNO 


Coot NO us aAPPpRrovaLs 


FOREMAN 





EMPLOYEE'S JOB HAS 
CHANGED, RE-EVALUATE 


APPROVALS 


FOREMAN 





PLT. MNG 





EMPLOYEE TRANSFERRED 
TO ANOTHER OEPT 
IN SAME PLANT 


EMPLOYEE TRANSFERREO 
TO ANOTHER DEPT 
IN ANOTHER PLANT 





IDE ND Lo CEPT NO| APPROVALS: LOSING 


SOE WO 5 CEPT NO] APPROVALS: GAINING 


|~voneman 
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APPROVALS: LOSING 





NEW EMPLOYEE 
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FOREMAN PLT. MNG 
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Learn How Your Order-Billing System Rates 


YES NO 


Do you know how many separate writings you bo a 
require to get your orders shipped and billed? 





Have you investigated lately to see whether cer- ba & 


tain rewritings can be eliminated? 





Do you rewrite orders received from branches & s 


or salesmen? 





Are shipping addresses retyped on your bills of 4 [| 
lading? 


1 
a 
3 
4 
5 Are these same addresses again rewritten on your 2 & 
tags and labels? 
6 
7 
8 
9 








Are your invoices written separately from your [ z 
shipping orders? 





When a partial shipment is made do you write a & [ 


new shipping order to cover items back-ordered? 





Do you write a new set of billing copies covering [| s 


each back order shipment? 





Do you post each individual invoice to your 4 [| 


accounts receivable ledger? 


HERE’S THE QUESTION THAT COUNTS 























lio Would you like us to send you folders which yES NO | 
| illustrate how you can eliminate all retyping on & [| | 
original and back orders and eliminate posting 

| to accounts receivable? 
| If answer is ‘YES’’ fill in and mail to: | 
| DITTO, Incorporated, 684 S. Oakley Bivd., Chicago 12, Illinois | 
| In Canada: DITTO of Canada, Ltd., Toronto, Ontario 
| Name, Title 
| Firm | 
| Address | 
| CE itinnennisccnhieptiionipiiedll County State | 
ONE-WRITING | 
SYSTEMS | 
: | 


(Cirele 515 for more information) 
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...not when you get her a MONROE > 


— 


Heod motion required on 
extra keyboard machine: 
head and eye must move 
constantly from one to the 
other; thoughts are scat- 
tered, work is harder, more 
complex.* 








Head motion required on 
Monroe single keyboard 
machine: head motion is 
six times less! Thoughts are 
concentrated; work is eas- 
ier, more efficient, more 
accurate.* 


Don’t blame the poor girl if hard-to-work keyboards 
make calculating costs soar. Could be, she’s worn out 
with all the unnecessary physical motion required to 
operate extra keyboard machines. She’ll have a much 
easier time keeping her thoughts together, and fewer 
headaches, when she uses a Monroe. 


It’s simple arithmetic. The Monroe fully automatic 
calculator eliminates countless separate operations, 
drastically reducing the amount of physical effort 
required. Obviously this invo!ves less hand work. And, 
equally important for the operator, #t greatly cuts down 
on head motion. That’s the tiring part of extra-keyboard 
operation; that’s where errors creep in—the slips 
betwixt the hand and the head! 

So, by cutting down on all motion, Monroe means 
less operator fatigue, more efficient, accurate work. You 
get more output at less cost. 


Another big Monroe exclusive: all zeros and deci- 
mals are handled automatically on the single keyboard! 


Figure on cutting your calculating costs. Figure on seeing your Monroe 
representative soon. Just telephone your local office. It'll pay you. 


*Tracer light photos made by U. S. Testing Co. on the same routine figure problem 
show bow much less work is required to operate Monroe’s single keyboard. 


(Circle 532 for more information) 








CALCULATING « ADDING 
ACCOUNTING MACHINES 


MONROE CALCULATING MACHINE COMPANY, INC., ORANGE, NEW JERSEY 





to line up similar jobs in different de 
partments. 

3. Determine responsibilities and chan 
nels of authority, 

t. Establish fair minimum and mavxi- 
mum salaries for each position. 

An electrical products manufacture 
uses its evaluation policy to: 

1. Eliminate distorted salaries. 

2. Obtain carefully considered and 
sound salary differentials. 

3. Minimize employee dissatisfaction 
with salaries. 

t. Reduce turnover, stimulate _ sell 
advancement. 

Job evaluation offers advantages both 
to management and to employees. It 
avoids dissatisfactions by relating pay 
to work performed rather than market 
rates and bargaining advantages. 


Does it Destroy Initiative 


One accusation directed at job eval 
uation is that it stymies initiative, im 
poses limits on advancement, and 
treats employees as groups rather than 
as individuals. Any evaluation plan 
will be more successful if, within the 
framework of company policy, pro 
vision is made for transfers, up-grad 
ings and periodic re-evaluations. 

A special form is used to keep tabs 
on individual progress,.thus giving cm 
ployees enough flexibility to enjoy th« 
same job advantages they had_ befor: 
the system was installed. 

Keep in mind that under Job Evalu 
ation, people are not rated—but jobs 
are. Firstly, top and middle manage 
ment—as well as first line supervision 
—must be convinced of the soundness 
of the basic system. Secondly, expect to 
receive complaints at the outset from 
dissatisfied individuals. However, by 
considering each case seriously and ex- 
plaining how the job rates were de 
termined, the individual can be made 
to understand that a fair evaluation 
was made. 

It was the success of job evaluation 
in our plants that convinced manage 
ment to continue the program for th« 
office. We tried in both instances to 
remember that we were dealing with 
people. Perhaps the best key to why 
we succeeded can be summed up as 
“Keep them informed. Do what has 
to be done—but do it openly.” m/m 
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by James G. Dimock 


me A few years ago, the 


American Metal Hose Branch of The 
American Brass Company ran into a 
first-class administrative headache. Be 
cause our plant “just plain grew” dui 
ing and after World War II, sprawling 
out wherever a precious foot of space 
could be found, we reached a point at 
which messenger and internal mail 
services became inadequate. 

A chance remark brought us word ol 
a pneumatic carrier system recently in 
troduced to the United States, though 
long in use across the Atlantic. In 
vestigations and demonstrations fol- 
lowed, and we were so impressed with 
the promise of this system that we took 
the plunge. 

Today, a year and a halt after the 
first carrier whizzed through the com 
pleted tubing, we are highly pleased 
with the efficient operation of ow 
pneumatic system, and are planning to 
expand it gradually to take over the 
bulk of paper transfer throughout ow 
plant and offices. 


Outgoing Orders Speeded 


Ihe system has yielded many bene- 
fits, particularly in expediting outgoing 
orders. In the past, reports accompany- 
ing an order being prepared for ship- 
ment late in the day delayed the actual 
shipping until the next day. Quality 
control forms had to be routed from 
Shipping to Laboratory to Engineering 
to Quality Control and back to Ship- 
ping before the order could be cleared 
for actual shipment. When accom- 
plished by messenger, the circuit ran 
well into the following morning, and 
the opportunity of making advantage- 


DIAL SYSTEM SPEEDS DELIVERY, 





James G. Dimock is Supervisor of Cost and 
Estimating at the American Metal Hose Branch 
of the American Brass Company at Waterbury, 
Conn. 
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Left, the business end of the central switching unit. 
operated by the two motors. This is the brain of the system. Right, a typical station. At top, the 
‘gate" switch unit is visible. The sending-line loading door is to the right of the carrier rack. 


ous shipping connections was lost. By 
use of the pneumatic system, the neces 
sary forms are now routed to each in- 
terested party in turn, the entire proc- 
ess requiring less than an hour. A ship- 
ment readied late in the day almost in- 
variably is sent on its way by closing 
time. 


Engineering and Production Changes 


In addition to this major and very 
measurable benefit, we have noted 
many minor ones difficult to pin down 
in dollars and cents, but whose exis- 
tence is clearly reflected in smoother 
office and plant operation. We com- 
monly route changes in blueprints and 
specifications via the carrier system, in- 
stead of through inter-office mail, so 
that the corresponding changes in the 
production lineup may be accom 
plished with a minimum of wasted 
materials. We have saved considerable 
high-priced technical time by cutting 
down on much of the running back 


(-) How we mechanized 
the flow of paperwork 


ELIMINATES FOOTWORK, REDUCES TRAFFIC 





The incoming lines terminate in ‘'sensing” units 


and forth that used to take place. 


When an engineer in the office wants 
clarification from a colleague tempor- 
arily in the plant, he can send the 
prints in question and have them back 
annotated in short order, instead ol 
killing a half hour trotting the length 
of the factory. Plant foremen are able 
to transmit specifications and work 
orders among themselves early in the 
morning, without having to wait for 
the office staff to arrive. 


Automatic System "Dials" Route 


The three-inch, fully automatic 
selective pneumatic tube system in- 
stalled in our plant is based on electro- 
mechanical switching, and operates in 
a pattern similar to the party-line tele- 
phone. Its great advantages over or- 
dinary systems are that there is no need 
for a separate pair of pipes from a cen- 
tral dispatching station to each station 
in the system, and no need for an 
operator. er 








It PAYS To 
COLLATE from 


Evans 


GATHERING RACKS 


@ If your collating is being done from piles 
of papers spread on long tables — you're 
wasting time and money. 


@ 3,500 sheets an hour are easily collated 
by one worker from an Evans Gathering 
Rack. This means collating cost and time 
are both cut in half. 


@ Racks are ali aluminum; each section 
holds 500 sheets at inclined angle. Use racks 
singly—or two or more together for large 
gatherings, Racks collapse for setting aside 


GUARANTEED to produce quicker and 
more accurate results than any other collat- 
ing aid on the market. 


8 MODELS. Shown are two 6-section DU 
Racks at $14.00 each. 7 other Models, $10.00 
to $25.00. 


See Your Dealer or Write: 


EVANS SPECIALTY CO., INC. 
421 N. Munford St., Richmond 20, Va. 





(Circle 517 for more information) 
















ON THE BOTTOM” 


oR - 


“GLIDE EM AT 


EASIEST 
FILING 
\ EVER! 





PEN DAFLEX 


HANGING FOLDERS 


Oxford Filing Supply Co., Inc 
88 Clinton Road, Garden City, N. Y 
Please send free Pendaflex catalog to 


NAME 





STREET 











CITY 





(Cire:e 537 for more information) 
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Cool Drinking Water Means A More Efficient Office 
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For Fast, Economical Water Cooling 
At Its Best—Insist On Frigidaire 


New Pressure-Balanced Models provide 
step-saving water cooling service to quench 
thirst, relieve fatigue, and keep all your em- 
ployees on their toes all year ’round. Look at 
all these outstanding Frigidaire features that 
mean so much in dependability, economy, 
and convenience ! New instantaneous ‘‘flash 
cooling”’ chills only as water is used —lowers 
operating costs as much as 30%. All-electric 
toe-tip control activates bubbler. Also avail- 
able with push button control, if desired. 


Automatic regulator compensates instantly 
for all water pressure changes —no surging or 
spurting. Anti-splash top of easy-to-clean 
porcelain. Powered by famous Meter - Miser 
compressor, warranted for 5 full years. In 6, 
12, 18- gallon -per-hour capacities. 


New Bottle-Type Models. Executive Model 
has door with lock that conceals a refriger- 
ated compartment. Freezes 2 Quickube trays 
of ice. Cools quart bottles, up to 36 soft drinks, 
and other items. Also available without 
compartment. Powered by Meter-Miser com- 
pressor. Requires no plumbing; plug into any 
115v. AC outlet. Call your Frigidaire Dealer 
today. Or write Frigidaire, Dayton 1, Ohio. 
In Canada, Toronto 13, Ontario. 


F rigidaire Water Coolers 


sy BUILT AND BACKED BY GENERAL MOTORS 


The most complete line of refrigeration and 
air conditioning products in the industry 
(Circle 518 for more information) 
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Our installation has two “loops” of 
tubing, one running throughout the 
factory proper, the other through the 
oflices. Each of the two tubes runs out 
from a central switching unit to form a 
“receiving” line, then runs — back 
parallel to itself to form the “sending” 
line, terminating at the central unit. 


At intervals along each loop, 
wherever a station is required, a “gate” 
switch is tapped into the tube. One 
loop will handle ten such stations, 
though our initial installation includes 
only five and four respectively on each 
loop. We shall shortly tap in more. 


Routing the Carrier 


The carrier, three inches in diam 
eter, and capable of a one pound pay 
load, has ten contact rings and two 
removable index rings numbered 0 to 
9 around its body. To route a carrie. 
from any station on either loop to any 
other station, the sender simply “dials” 
the station number on the index rings 
and puts the carrier into the sending 
line via a small trap door. Pressure in 
the outgoing lines (vacuum in the 
incoming, relative to the central unit) 
whips the carrier along the tube at an 
average speed of 1500 feet per minute, 
until it reaches the central switching 
unit. Here it is stopped, and the dialed 
number is “sensed” by a mechanism 
similar in principle to that of an auto 
matic telephone exchange. If the cai 
rier has been misdialed for a non 
existing station, or placed in the tube 
backward, the central unit shoots it 
into a reject line. This special line 
ends at a clerical desk in the office 
that is attended by office personnel oc- 
cupied with regular duties. Since it 
bears the identification “OO” it serves 
as a station and a control point. 


Carriers Choose Destination 


The properly dialed carrier is auto 
matically released by the central switch 
ing unit into the proper outgoing line. 
If by chance another carrier has im 
mediately preceded it, a short prede 
termined delay is automatically applied 
to prevent the second overrunning the 
first. 

The carrier rushes along the tube, 
passing sensing units placed 12 feet 


ahead of each local station switch, 
When it reaches the one corresponding 
to the dialed second digit, a relay is 
actuated, working a magnet to flip the 
“oate” over, thereby deflecting the cai 
rier into the short local tube. As the 
carrier drops into the receiving basket, 
it trips a switch that resets the gate on 
the main line. This local switching 
may take place in several locations 
simultaneously, permitting an average 
loading of 500° carriers an hour. 
Though the factory loop covers 1100 
feet, and the office loop 400, the aver 
age trip runs well under two minutes, 


and some are as short as 20 seconds. 


Simple Installation and Servicing 


The system requires no supervision, 
automatic alarm relays serving to notify 
regular plant maintenance personnel 
by a signal lamp if, for instance, the 
blower may be inoperative, a tube 
jammed, or a fuse blown. This is the 
only supervision required, its auto- 
matic nature being an extremely im 
portant virture of the system, helping 
to hold down-time to a minumum. 

There is no “pipe-organ” effect com- 
mon to the usual multiple-pipe system 

-just two unobtrusive parallel tubes. 
Each local switch has its own powei 
supply (there are no wires back to the 
central unit in this installation) so that 
local failure does not paralyze the en- 
tire system. Alterations (such as the 
additional stations we intend = in- 
stalling) are simple and relatively in 
expensive. And, finally, since only one 
small blower is needed, power require 
ments are low. 

At first, we had to educate everyone 
to the use of the pneumatic system, 
and train old time-wasting habits out 
of our minds. 

Once our personnel had been in 
doctrinated, however, we reaped the 
benefits of the installation. Basing ow 
estimates solely on directly measurable 
factors—leaving out the “fringe” bene 
fits mentioned—we expect the system 
to pay for itself in three years. 

We are now planning additional sta- 
tions, some of which will probably be 
at the tool and small parts cribs, since 
many tools and parts may be handled 
very easily through the carriers with 
obvious advantages. m/m 
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By means of the console, the operator 


ane naketellliels 
Medium-size electronic 


computer for accounting use has control over all stages of the calcula- FREE STANDING 
: , , ' tions and may manually insert instructions 
Now there is a commercial electronic ; } et : 
: , or data into any desired storage location, 
decima! calculator designed to meet the : 
‘ ‘ ‘ examine the contents of these locations, 
vast accounting and computing require 





; stop the calculation at any required point 
ments in areas between those now served : 
is wee | and begin calculation with any desired 
by “giant brains’’ and the widely-used ; 

a instruction located in the memory unit. 
smaller machines. ; ; 8 : 

For more information, Circle numbe) 


The new machine combines advanced ; : 
589 on the Reader Service Card. 


memory devices and the stored-program 
concept with high speed reading capacity 


of the conventional punched card equip 


ment. The result is a powerful data proc ~~. 
essing machine for commercial and en Ge, eee 
a ec” 


gineering requirements. 


Machine indexing 
of address plates 

Paper index cards in continuous form, 
for insertion into address plate frames, 


have just been introduced. The new item 








facilitates preparation and use of addresso- 


graph plates. Cards are fed manually PRIVATE y EXECUTIVE 
through addressograph machines at high 


speed and are printed accurately and neat- 0 & * ] ' ¢ § 44 is i T & § 


ly through the use of a special magnetic 








gauge. The gauge fits on all models of PARTITIONED enclosures for private offices, execu- 

In addition to its uselulness as an ac addressograph machines and aligns the tive suites and departments are readily provided 

counting and computing tool, the com cards while they are being printed. Perma with new Techniplan floor connectors for standard 

puter can be a vital factor in familiarizing ment magnets hold the gauge to the ma interlocking steel partitions. This now affords com- 
business and industry with the stored chine. plete uniformity throughout the offices. 


program principles fundamental to elec : ; = 
ANY DESIRED degree of privacy is available—with Basic Techniplan “‘L"’ modular 


<a A work station —interchangeable 
upper partition sections of steel, clear glass, figured job-Atted worker facilities 

or frosted glass, or sound-conditioned panels. 8 

These sections are also interchangeable. Ss, <>, 


tronic data processing equipment. Though 
its capacity is large, it is designed tor ease 
of problem preparation and operation. .\ 


significant feature is its ability to check 










the accuracy of its answers. REARRANGEMENTS are readily made by disconnect- 


ing the anchors and reassembling in the altered : 
arrangement. Work stations may be interlocked ~ 
with free-standing partitions if desired. 


Typical application of its Magnetic 
Drum Calculator is the simultaneous com 
putation of insurance premiums and cal hits 
One of innumerable arrange- 
ments of Techniplan work sta- 
tions —easily rearranged 


culation of required reserves. 
HUNDREDS Of businesses of all types and sizes have 
converted their offices to Techniplan—highest user 


For the automobile industry, the cal 


culator can “remember” several weeks’ o1 














months’ production schedule of finished satisfaction expressed without a dissenting vote. Complete 
product, and at the same time calculate Tests show that cards can be prepared Ask about Techniplan installations near you. } details in this 
at high speed the number of parts re by this method faster than by listing and : : Psicgre Sasi 
quired for their production. It can take cutting cards as the cutting operation is TECHNIPLAN is displayed, demonstrated and sold quest; please 
into account such factors as “lead time” entirely eliminated. The cards are torn by Globe-Wernicke dealers listed ™ your classi- use letterhead. 
and indicate the dates on which orders apart on a perforated line alter they are fied ‘phone book under “Office Equipment. sep tie 
must be placed for each part to be avail inserted into the frames. 
able for scheduled assembly. Cards are available in various sizes and 

All of the calculator’s arithmetic opera are packed in fan-fold form which feeds 
tions are controlled through a program directly from the dispenser-type boxes. 
which may be entered either automatically Also available, when cards are used in 
from punched cards or manually from the large quantities, is a new attachment for 
operator's console. It has an input rate the Class 1900 addressograph which feeds Engineering Specialists in 
of 200 punched cards a minute and a the cards automatically at a speed of abou: Office Equipment, Systems 
separate output of 100 cards a minute 90 per minute. next page, please and Visible Records Cincinnati 12, Ohio 


(Cirele 521 for more information) 
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A MESSAGE TO USERS OF ONE-TIME CARBON FORMS: 


The Chicken Feed was‘l3,755! 


Five years ago we suggested to a manufacturer that he cut 
his office expenses by using ‘‘floating’’ carbon paper with 
his continuous forms. 


He said—"'Carbon paper .. . why that’s just chicken-feed!”’ 


But how his eyes popped when we showed him these facts: 
He had been using a one-time carbon paper (the kind you 
type on once and throw away) with an 8-part, 8Y% x 11” bill. 
He wrote about 210,000 bills each year. That one-time 
carbon paper cost him an average of $14.49 for every 
thousand typed forms—a total of $3,042 annually! 


With Repeat-O-Pak floating carbon paper (the kind you 
automatically use over and over) his carbon paper cost nose- 
dived to $1.39 per thousand-typed forms. 


During the five years since he switched to R.O.P. he has 
saved over $13,755! 


MORAL? If you are using one-time carbon paper with 
continuous forms, send us a sample of your form, the 
approximate yearly quantity, and the name of your 
forms-writing equipment. The facts may save you plenty, 
too! No obligation in any way. 


Raeat-0+ Pak 


STANDARD MANIFOLD COMPANY Dept. A1-53 


Carbon Papers ¢ Inked Ribbons ¢ 333 W. Lake St. © Chicago, Ill. © Offices in 
Principal Cities . 


In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec. 


* P ; 
Hoating carbon paper for continuous forms used on all kinds of forms-writing machine 
... 1B. M. and Underwood Formswriters... Moore Carbon-Saver and Uarco Adapters. 
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Cards are sent fo 
ested firms. First a sample of the card now 


being used must be sent to the manufac 


(Circle 543 for more information) 


to small businesses 





a free trial to inter 


employees with insurance and 


Employee benefit plan tailored 


A new and unique kind of employce 
benefit plan may case one of the biggest 
headaches confronting small and medium 
sized business firms. The plan is designed 
to help small concerns to provide then 
pension 


proper size may be deter 
mined. 

For more information, Circle number 
586 on the Reader Service Card. 
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benefits comparable to those offered in 
larger companies. ‘The program has al 
ready been bought by firms in various in 


dustries throughout the country. 


Ihe plan is called “Module” because, 
like module furniture, the final product 
can be constructed in various combina 
tions from a group of standard basic: ele 
ments. 

Lacking an employee benefit plan spe 
cifically designed for them, small business 
men find that they are at a disadvantage, 
compared with larger firms, in attracting 
and holding workers. The new Modul 
Plan can provide, in a single contract. 
benefits including the following: 

1. Life insurance which, at the death ol 
the employee before retirement, gives his 
beneficiary a cash payment. 

2. A monthly income plus a cash pay 
ment to widows of employees who die be 
fore retirement. 

3. A pension plan that gives the em 
ployee a monthly income alter he retires 

1. Liberal benefits if the employee Icaves 
the firm before retirement age. 

5. Benefits in case an accident or sick 
ness disables him. 

6. Integration of benefits with Social 
Security and existing insurance, so_ that 
Module benefits supplement the income 
from these other sources. 

Employees can enter the plan up to age 
70. As the amount of coverage and num 
ber of persons covered increase, lowe1 
premium rates per unit are charged. Fam 
ily income benefits and family hospital 
benefits are available to married men. 

For more information, Circle numbei 


588 on the Reader Service Card. 
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Cordless switchboard connects 
telephone and two-way radio 

\ cordless switchboard to interconnect 
a telephone system with a mobile two-way 
radio, microwave or power line carrier sys 
tem, has recently been developed. The unit 
is especially suited to dispatching for Mis 
cellaneous Common Carrier (MCC) sery 
ices. Pressing a button to select the desired 
circuit manually interconnects any one ol 
five subscriber common battery telephone 
lines to a two-way radio system. Simultane 
ous conversations may be carried on ove) 
each of four independent talking channels. 

The switchboard permits maximum vei 
satility. ‘The lines may be connected as 
outlined above or to a local extension 
serving as a trunk line. If desired, more 
than one radio circuit may be used. Any 
number of switchboards may be paralleled 


to permit future expansion. 








FREE % EXECUTIVES 





EAGLE-A’s new, unique 


otter 
pee 


..- helps your secretary improve 
the appearance of your letters! 


New aid for your business correspond- 
ence! Slips into typewriter under 
letterheads... helps your secretary set 
correct margins and center every letter 
perfectly. Cuts down retyping...saves 
time and paper. Write for yours today 
—use coupon below. 


Also free: Test Kit of Coupon Onion Skin 
—companion paper to famous Coupon 
Bond. This new 100% rag onion skin 
is the world’s finest for copies, rec- 
ords, thin letterheads and advertising 
literature. 5 









ce ee ewe eee eee wee een eee 


CLIP THIS COUPON TO YOUR LETTERHEAD 
American Writing Paper Corporation 
Holyoke, Mass., Dept. M-4 

Send your FREE Letter Placement Guide 
and Test Kit of Coupon Onion Skin: 


See eeeereesee ee eee eds Sege@eces oe ne Oe 8 @ 
(Circle 504 for more information) 
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GRAPHIC VISUAL CONTROL 








THE BOARDMASTER SYSTEM 
* Graphic Picture of Your Operations — Spotlighted by Color 
% Facts at o Glance — Saves Time, Money, Prevents Errors 
% Simple and Flexible. Write on Cards, Snap in Grooves 
% Made of Metal. Compact, Attractive. Over 40,000 in Use 


Some Typical Applications am 
PRODUCTION © TRAFFIC © SALES / ¢ 50 
INVENTORY © SCHEDULING 49 

LOADING © AND MANY OTHERS 


24-Page Illustrated 


h 
FREE ) BOOKLET NO. M400 
v 


Without Obligation 
Write Today for Your Copy 


GRAPHIC SYSTEMS 
55 West 42nd Street © New York 36, N. Y. 


(Cir le 522 for more information) 
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End All Wraps Problems 
In The Small Office 


Replace crowded ‘‘hat 
trees'’ with efficient S-6 
Office Valets (have 
room for guests too). 
Each Valet provides 6 
spaced coat hangers, 6 
ventilated hat spaces, 
umbrella stand and 
overshoe platforms in 
30'' x 16"' floor space. 
Keep wraps aired, dry 
and "in press''. Life- 
time welded steel construction — never 
loosens, wobbles or tips over. Choice of 
modern baked finishes. Sold by leading 
office furniture dealers everywhere. 








Write for catalog No. OV-22 


eet 
°) ak 
4 


VOGEL-PETERSON CO. 
(Cirele 548 for more infcrmation) 








1121 West 37th St. © Chicago 9, Ill. 


September 1953 





Phe unit has been used by the Phoenix 
Radio Message Service, Phoenix, Arizona, 
on an experimental basis for more than a 
year. Four of the six lines are used for 
telephone subscriber connections and two 
of the lines are used as trunk circuits for 
interconnection to two VHF radio chan 


nels. 





Features include provision for connec 


tion of an external ringer to add an 
audible indication of an incoming call o1 
completion of a call. Buttons are provided 
for individual ringing of each subscriber. 
The unit operates with a standard desk- 
type telephone instrument or an operator's 
type headset. The switchboard is only 
1134” x 914” x 7”. 

For more information, Circle numbe) 
585 on the Reader Service Card. 


Punched cards produced 
as typing by-product 

A perforated tape created simultaneously 
with the typing of a document on a new 
lypewriter Tape Punch produces punched 
cards for machine accounting functions. 
Che information recorded on the perfor 
ated tape is automatically transferred into 
punched cards through a companion tape 
to-card punch. 

This new device is for use whereve1 
cards normally would be manually key 
punched from regularly typewritten docu 
ments such as invoices, purchase orders and 
personnel notices. Since these cards are 
a by-product of the regular typing opera 
tion, key punching and card verifying are 
eliminated. Applications of the typewriter 
tape punch include inventory control, sales 
Statistics, billing, journal vouchers, ac 
counts payable vouchers and registers, con 





distinctly more than fine quality... 
it's KEO0lS furniture in an 


office planned for 


: tee Bank of Utah, Ogden, Utah. 
added business efficiency pephons, suntetonon Ur 
ever ce Ou vy 0. 





Your Leopold dealer not only 
offers you functional Leopold furniture 
of distinction . . . but also gives you 


complete office planning assistance. You'll 


Keopold find his experience helpful in selecting 


DEALERS color schemes, lighting, sound proofing, 
PROVIDE COMPLETE drapes, floor coverings, and in 
OFFICE PLANNING furniture placement. 

SERVICE 


For a modern, efficient office, at a low 
price you can afford, see your Leopold 
dealer, today. Write us for his 
name and address. 


Vember W ood Office Furniture 
Institute 





a 
rue Leq00/A vow rany 


BURLINGTON, IOWA 


(Circle 528 for more information) 





solidated financial statements and reports. some 1500 cards or approximately 120,000 
Selection of the alphabetical and numer- characters. 

ical data to be punched into the tape is The electric typewriter unit also can be 

controlled by means of six program keys used independently of the tape-punching 

on the electric typewriter keyboard, pe mechanism for typing jobs which permit 

mitting preparation of as many as six the use of single-case type. 

different types of punched cards from a A free folder describing this equipment 

single typing operation. is available. Circle number 579 on the 
The tape is a compact record of typed Reader Service Card, 


information which can easily be mailed. 
One roll of this eight channel perforated 


tape, 8” in diameter, can handle all the Sn 


information that might be punched into 
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Papers go in— 





new sound system 


\ new model of a 
dictating-transcribing 


cently been put On 








[ Shreds come out 








eration! 


(Circle 559 for 


SHREDMASTER 


Shredding Machine 
quickly turns your confidential papers 
... Old records... waste paper of all 
sorts .. . into completely unreadable 
shreds, valuable only as packing material. 
ANYONE CAN USE—Quick, safe, easy op- 


PERFECT FOR OFFICES —Silent, Clean, 
Dust-free, Compact! 

PAYS FOR ITSELF —Provides valuable 
packing material at no cost! 


For Your Office— 
Portable, Noiseless Desk Model 
(Shown Here). 
Also Available— 
Table Models and Heavy Duty 
Models for Banks, Department Stores, 
Warehouses, Plants, etc. 


Write for Free Circular No. 9— 
THE SHREDMASTER CORPORATION 
199 Willoughby Ave. 
Brooklyn 5, N. Y. 


more 
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time-capacity per dise 


year irrespective ol the number 


the 


Dictating machine features 


cost combination 


PISCE UNC HE 


market. 


ing to the manutlacturer, intelligibility has 


been materially increased while 





has been 


\ll recording discs are guaranteed for one 


Phe instrument weighs only 12 pounds. 
information and prices, Cn 
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Learn about Amazing New Office Space Stretcher 


DOUBLE Seating ana Table Space 
at a Moment’s Notice 


The new Clarin Tablet Arm Chair that Folds as 
combines table and chair in one. You'll be ..~ 

amazed at how many people you can seat 
comfortably in a small office—and give each of 
them table space as well. Thus, you can hold 
those important group meetings in almost any 
office—and arrange for it in a few moments. 


MAMMA RCL LOMAS Our FREE illustrated Folder will 


give you full details and description of 
this wonderful, space-saving chair. Quality 
built— gives years of service—fold to flat 
3-inch depth for fast, safe stacking in minimum space. 
An engineering gem—others are trying vainly to imitate it. 
Foam rubber cushioning 
if desired. Write for 


FOLDS FLAT IN 3 EASY STEPS 


















FREE folder today! : 
eee |) at IS) | 
2 Fab te SS RS oe | 
e 


There is a Clarin Steel Folding Chair for your every need. 


New FREE Catalog of complete line on request. 





ENGINEERED QUALITY MAKES THE BIG DIFFERENCE 


IN FOLDING CHAIRS 
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Telephone gadget for 
executive or clerical use 


A new “6 in 1” tclephone gadget gives 
surprisingly efhcient service. It contains 
many telephoning aids in a single unit—a 
phone call counter, an automatic index, 
two perpetual calendars, a “dialer”, a pen 
cil, and a handy memo pad. It fits neatly 
on most phones or rests on a desk: choice 


ot ebony or ivory. 


For more information, Circle numbe 


581 on the Reader Service Card. 


Quality control computer 
aids in solving problems 

\ new circular rule which aids in ap 
plied statistics is particularly usetul in in 
dustrial quality control. It presents, in one 
setting, the upper and lower limits fon 
the number of detectives (rejects) to be 
expected in a sample of given size taken 
at random from a much larger “run” hav 
ing a certain over-all average percent de 
fective. These limits depend on sample 
size and over-all average. The rule covers 


runs from 2 to 1000, averages from 


3 to 20°), with upper limits trom 2 to 200 
and lower limits from zero to fifty. 

\ll figures are read directly without any 
intermediate computation. For any one set 
average, the limits can be read for all 
sample sizes without moving the slide rule. 

The rule is only seven inches in diam 
eter, made from sheets of dimensionally 
stable Vinylite plastic and is unaffected by 
moisture, perspiration or ink. 

For prices and more information, Circle 


number 587 on the Reader Service Card 
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ADDO-X’s feather-matic touch 


adds new simplicity ... un- 
dreamed of ease to its operation. 
Your fingers actually fly over 
the keys, thanks to ADDO-X’s 
new symmetric keyboard. 
Individual function keys, precision 
built mechanism and error-proof 
design .. . these are but a few 
of the reasons for ADDO-X’s 
outstanding popularity. 


the 
feather-matic 
touch... 


STEP-O-MATIC 
MULTIPLIER LEVER 


makes the ADDO-X a calcu- 
lator as well . . . when used 
for multiplication. This exclusive 
feature permits automatic 
step-over to the next higher unit 
without using the O-Key. Here's 
a time saver that really 
insures fast and efficient 
multiplication. This feature com- 
bined with ADDO-X’s “live” 
Repeat and Repeat/Subtract 
|<, ae 





ADDO-X puts your 


figures in order 


ADDO MACHINE CO., INC. 


145 WEST 57th STREET, NEW YORK 19, N.Y. CIRCLE 5-6940 


Exclusive U. S. Distributors; Addo-X Adding Machines 
Multo Calculators — Roneo Mimeo Machines 


. » « plus automatic clearance 
of the Keyboard after multiplica- 
tion... makes ADDO-X the 

most advanced adding machine 
on the market. Write for new, 
illustrated folder and full details. 





(Cirele 502 for more information) 
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Hore, I Brign, 


is the answer to your 
girl-power problem : 


The Underwood Sundstrand 
Model E Accounting Machine 


wD 


You keep girls happy on the job.:: 


You keep accounting work up-to-date... when 
you put the all-purpose low-cost Underwood Sund- 
strand Model E Accounting Machine to work! 


A mechanical brain does most of the work... 
directs all the automatic operations. Speeds output! 
Minimizes errors! Saves time, money, and effort. 


A cinch to operate...ask anyone who uses the 
Model E! For the famous touch-operated Sund- 
strand 10-key keyboard gives that much-wanted 
relief from fatigue! 


Any size business organization can profitably 
use the Model E because it posts such a variety 


of records, does all kinds of miscellaneous figure 
work. 


Whether your Company is large or small, Under- 
wood has just the right accounting machine for 
every purpose...for every purse. 


Before you buy any accounting machine, see the 
Model E in action on your own work...and keep 
girls happy on the job. Ask an Underwood Account- 
ing Machine representative to arrange for your 
demonstration... without obligation. 


Insist on Underwood Sundstrand Accounting 
Machines...the simplest, fastest, most auto- 
matic, easiest to operate! 





ee 
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Underwood Corporation 
eis One Park Avenue, New York 16, N. Y. 


Underwood Corporation © geiccz sess gcuese eevee vocoroos 


; : : ; I would li aves ; fon: 
Accounting Machines...Adding Machines underwood ios een tne te haves Commonnmioe 


... lypewriters...Carbon Paper... Ribbons rr Name - 


One Park Avenue New York 16, N. Y. . . : Firm - 
Underwood Limited, Toronto 1, Canada ols Street - 


The Original 
Sales and Service Everywhere 9 (“saees* = City ——_______ 
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